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This schedule applies t@epartment of Transportation

Scope ofecordsretention schedule

This records retention scheduteithorizes the destruction/transfer dhe public records ofhe Department of Transportatiorelating to theuniquefunctions of
the department The schedulds to be used in conjunctiowith the State GovernmentGeneralRecords Retention Schedu&GGRRSwvhich authorizes the
destruction/transfer of publicecords common to all state agencies.

Disposition of public records

Public records covered by records series within this records retention schedule (regardless of format) must be retalmednfoimtum retention period as
specified in this schedul®/ashington State Archivetrongly recommends the disposition of public records at the end of their minimum retention period for the
efficient and effective management of state resources.

Public records designated é&rchival(Permanent Retentiog)must not be destroyedRecorddesignated asArchival(AppraisaRequiredé must be appraised

by the Washington State Archives before dispositublic records must not be destroyed if they are subject to ongoing or reasonably anticipated litigation anc
must be managed in accordangeA 1 K G KS | 3Sy0e Qa L}t A OAPSbic récofd® musNiBt OSdRstiy&I 3 thdy 2 Subjedtdd: ah existidd
LJdzof AO NBEO2NRaA NBIdzSad Ay | O02NRIyOS 6AGK OKI LIi SNJ n H ® procedwreszfor pulliRrecyrdga U
requests.

Revocation of previously issued records retention schedules
All previougy issued records retention schedules to tBepartment of Transportatiomre revoked The Department of Transportatiomust ensure that the
retention and disposition of public records is in accordance with current, approved records retention schedules.

Authority
This records retention schedule was approved bySteteRecords Committee in accordance with RCW 4050on Jure 3, 220.

Signature on File Signature on File - Signature on File
For the State Auditor: For the Attorney General: For theOffice of Financial Management The State Archivist:
Al Rose Suzanne Becker Gwen Stamey Steve Excell
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REVISION HISTORY

Version Date of Approval Extent of Revision
1.0 Decanber5, 2012 Consolidatiorof all existingdisposition authorities (with some minor revisions)
1.1 March 6, 2013 Addtion of two newrecords series to the Commercial Vehicles Services section.
1.2 Juneb5, 2013 Revigon of Commercial Vehicle Servicgsction (with some other minor revisions).
Addition ofa newrecords series to the GIS and Roadway Data Office sentiiwvo new records series to the
1.3 June4, 2014 . . e
Human Resources section concerning maritime inplagms.
14 September 3. 2014 Addition of new Ferries DivisianSecurity and Emergency Management Office section and new records serieg
' P ’ the Ferries Divisiog Operations Department and Statewide Travel and Collision Data Office sections.
15 February 6, 2019 | Revision of-erries DivisiorConstruction Operationsnd Toll(with other minor revisions)
1.6 June 52019 Minor revisions to the Access and Hearing Unit, Maintenance Office, and Traffic Operations sections.
17 October 2 2019 Minor reV|S|or_1$ to the Contract Ad and Award, Design Office, and Records and Information Services/Engine
Records sections
Minor revisions tdunctions,titles, anddescriptionsrelocated Construction Contracts; Plans and Specifications
18 June 32020 FinalRecords; Abuilts, Constuction Temporary Final Record&y Maps, Right of Way Frdnises, Right of Way
' Plans Right of Way Tracings, Radio Licenaed Traffic Management Center (TMCxDmentation Packagedded
one DAN to Traffic Operationand movedwo DANSs to Legacy Records.

For assistance and advice in applyihig trecords retention schedule,
please contacthe Department of Transportatia BecordOfficer
or Washington Statérchives at:

recordsmanagement@sos.wa.gov
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1. ACCESSNDHEARING UNIT

This section covers records relating to the AceatHearing Unit (Office Number 218).

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DIFSQIEQES,I\IJI(?I\II\IAACII\]T?ON DESIGNATION
NUMBER (DAN)]
12-12-68369 | Access Breaks and Hearing Documentation Retainfor 6 years after date | NONARCHIVAL

Rev.2

Records relating to temporary and permanent access breaks, adjudicative hearings,

limited access hearings.
Includes, but is not limited to:

Access breakequest from region;

Red and green right of way plans;

Environmental documentation;

Approval letters and memos;

Photos;

Regional request for hearing;

Abutters request for adjudicative hearing;

Office of administrative hearings correspondence regardingihgs,;

Exhibit maps;

Right of way plans;

Right of way agent diaries;

Phase authority letters;

Access reports;

Access hearing packets;

Access hearing script;

Original findings and related correspdence.

= =4 4 -8 _-8_8_98_92_-4_-29_-29_-29_-29_-2._-92._-°._-2°

I GG2NySe DSYSNIfQa 2FFAOS O2NNB3LR

of expiration/judgement
then
Destroy.

NONESSENTIAL
OFM

1. ACCESS AND
HEARING UNIT
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
85-03-35148 | Interchange Justification Reports Retainfor 75 years after ARCHIVAL
. . P approval date (Permanent Retention)
Rev.2 Records relating to interchange justification reports. pp NONESSENTIAL
Includes put is not limited to: then OFM
1 Interchange justificationaports Transferto Washington State
f Access point decisiomports; Archives for permanent
1 Accesstsidiesandreports; retention.
1 Design tudiesandreports,
1 Environmental sidiesandreports
1 Managed acessandlimited access masteran;
1 RegionalequestandHQ approval for modifications ofanagedandlimited
access masterian.
1. ACCESS AND
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2. ACCOUNTING

This section covers records relatingtie Accounting Office.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlgggill\lT-ll—l(;jl\'l\l:CIZ\lT?ON DESIGNATION
NUMBER (DAN)
82-07-30126 | Agreements (Long Term) Retainfor 75 years after NONARCHIVAL
Rev.6 Records relating to agreements between WSR6T other entities to provide funding, | termination of contract or NON%SPSRENT'AL
goods, or services between the partidpplies to longerm agreementsvhere there is | When verified
signifcant risk to the department then
Includes, but is not limited to: Destroy.
1 Environmental mitigatioragreements;
9 Utility relocation withproperty rights;
1 Maintenanceagreements
Excludes:
1 Agreements (Shortefm) (DAN 08.0-61877)
08-10-61877 | Agreements (Short Term) Retainfor 25 years after NONARCHIVAL
Rev.2 Records relating togteements betweeWSDORNd other entities to provide funding, | termination of contract NONESSENTIAL
. . . . OPR
goods or services between the partidgpplies to shorterm agreements where there is | then
moderate or low risk to the departmenfigreements rayinclude local agencies and Destroy.
private parties
82-07-30118 | Cash Receipt Packets Retainfor 10 years after end] NONARCHIVAL
Rev.3 | Records relating tononies received by name, numband date.ncludes a summary of | Of fiscal year NONESSENTIAL
. OPR
cash details segregatdtbm fund and source, 8s and ecap. then
Destroy.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlgggill\lT-ll—l(?l\ll\l:CIZ\lT?ON DESIGNATION
NUMBER (DAN)
82-06-29879 | Journal Vouchers Retainfor 10 years after end] NONARCHIVAL
Rev.2 |t NPGARSA F YStya 2F SyiSNI Ly | 002dzy iajoffiscalyear NON%SPSRENT'AL
system. May include affidavits of lost or destroyed warrants. then
Destroy.
81-05-27696 | Warrant Registers Retainfor 10 years after end] NONARCHIVAL
Rev.3 A record of fiscal transactions concerning disbursement vouchers drawn against the| Of fiscal year NON%S;QENT'AL
Treasurer and the account classification of each transaction. May include atedail then
summary records. Title 49, Section 18.42, Paragraphs B&C of the Code of Federal | pestroy.
Regulations requires WSDOT to keep these documents for 3 years past the contract
closure date.
96-11-57214 | White Book Retainfor 25 years after the ARCHIVAL
Rev.0 | Provides various summaries of WSDOT biennial expenditure and revenue activity a €nd of the biennium (Plgg‘;”égggﬁr}“m
expenditure and revenue activity for other agencies in funds administered by WSDO| then OFM
Transferto Washington State
Archives for permanent
retention.
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3. AUDIT OFFICE
This section covers records relatingtie Internal Audit Office.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
84-04-33653 | Crime Loss Reports Retainfor 3 yearsafter end NONARCHIVAL
Rev.2 | The record used by the agency to document and report losses of public funds and | ©of fiscal year NON(E)IS:;ENT'AL
property in accordance with SAAM 20.30.20 and 30.40.80. then
Destroy.
83-08-32746 | External Audit Working Papers and Reports Retainfor 7 years after end NONARCHIVAL
Rev. 2 Contains working papers supporting audits of agreements or proposals between the| Of fiscal year NON%SPSRENT'AL
department and private firms. Includevidence accumulated during the course of an then
audit, the methods and procedures followed and conclusions reached. Includes all th pestroy,
informationthe auditor considered necessary to adequately conduct the engagemen
support the audit report.
99-09-59285 | Internal Affairs Investigations Retainfor 15 years after end| NONARCHIVAL
Rev. 2 Provides a record of investigations that cover a wide variety of areas from fraud, wag Of fiscal year NON%SPSRENT'AL
andabuse to and including possible drug trafficking and acts of violence. then
Destroy.
83-08-32747 | Internal and External Final Audit Reports Retainfor 15 years after end ARCHIVAL
. . . of fiscal vear (Permanent Retention)
Rev. 2 Contains final audit reports. ) y NONESSENTIAL
then OPR
Transferto Washington State
Archives for permanent
retention.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEE@I\IT-II—I(;DI\II\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN)
80-09-25586 | Internal Audit Working Papers and Reports Retainfor 7 yearsafter end NONARCHIVAL
Rev. 3 Contains working papers supporting audits and advisory engagements conducted or| Of fiscal year NONESSENTIAL
. . e . . OPR
various functions within the department. Includes evideaceumulated during the then
course of an engagement, the methods and procedures followed and conclusions | pestroy,
reached. Includes all the infmation the auditor considered necessary to adequately
conduct the engagement and support the audit report.
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4. AVIATION DIVISION

The functions of promoting aeronautics, supportthg state® aviation system, and coordinating aviation emergency services.

I?’-\ILSJ'IF')Sg:R-’rIITOYN DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
81-04-27620 | Aircraft Dealers Records Retainfor 6 years after NONARCHIVAL
Rev.2 | This record is maintained to license aircraft dealers annually. Documents include the €Xpiration of license NON%SPSRENT'AL
original bond application,and copies of check paying for license. then
Destroy.
78-05-20744 | Aircraft Registration Exemptions Retainfor 6 years after end | NONARCHIVAL
Rev. 4 Original lettersforms,and emails stating from the aircraft owner that his/her aircraft ig of calendar year NON%SPSRENT'AL
exempt from paying aircraft registration per RCW 82.48.100. then
Destroy.
19-02-69350 | Airport Aid Grant Records Retainfor 20 years from NONARCHIVAL
Rev. 0 Records relating to grants for Washington state airports. acceptance of grant NON'(EDS;?ENT'AL
Includes, but is not limited to: then
1 Grant offer; Destroy.
1 Grant acceptance;
1 Agreements;
1 Assurances;
 Reimbursements;
1 Supporting project information and correspondence.
Pagellof 127
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
08-10-61881 | Airport Land Use Compatibility Technicas#istance Program Retainfor 10years after date ARCHIVAL
Rev.l Documents whiclsupport local jurisdictions and airports regarding airport land use | Of document (PNerma”em Retention)
o ONESSENTIAL
compatibility. then OPR
Transferto Washington State
Archives for permanent
retention.
08-10-61880 | Airport SystemPlanning Retainfor 10years after ARCHIVAL
. . superseded (Permanent Retention)
Rev.1l Agency recorFis rela.tec.i t@viation planning. p NONESSENTIAL
Includes, but is not limited to: then OPR
T Airport layout plans; Transferto Washington Statg
1 Airport Master Plans Archives for permanent
1 Washington State Aviation System Plan retention.
81-04-27617 | Search and Rescue Incidents Retainfor 10years after NONARCHIVAL
Rev.l Documentation of searchnd rescue operations conducted for missing aircraft, airship| closure of incident NONE)IS:fAENT'AL
electronicsignaling devices and emergency position indicating radio beacons. then
Note: Reference RCW 47.68.380. Destroy.
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5. BRIDGE AND STRUCTURES OFFICE

This section covers records relatingBdadge Administration Section (Office Numid&0).

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISEE@II\IT-II—S\II\I:CII\IT?ON DESIGNATION
NUMBER (DAN]
80-11-26408 | Bridge Design Calculations Retainfor 75 years after ARCHIVAL
Rev.1 Provides a record of all calculations and figures for all phases of construction design| Completion of project or plan (Permanent Retention)
hen NONESSENTIAL
t OFM
Transferto Washington State
Archives fo permanent
retention.
80-11-26407 | Bridge Field Data Retainfor 2 years after NONARCHIVAL
Rev. 0 Provides location survey information b used in the design of a structure. completion of project NONE)IS:;ENT'AL
then
Destroy.
84-02-33471 | Bridge Opening Logs Retainfor 4 years after end | NONARCHIVAL
Rev. 0 Daily log of bridge openings of the Blair and Hylebos Waterway Bridges and also the Of calendar year NONEIS:;ENT'AL
Waterway Bridge. then
Destroy:.
87-01-39231 | Bridge Opening Schedules Retainfor 4 years after end | NONARCHIVAL
Rev. 0 Provides a record of wind conditiorsyeningsand closing of bridges in District and of calendar year NONgIS:fAENTIAL
names of ships passing. then
Destroy:.

5. BRIDGE AND
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEE@II\IT-II—I(;DI\II\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN)
81-05-27727 | Bridge Operation Records Retainfor 7 years after end | NONARCHIVAL
Rev. 0 Provides a log ansummary of bridg®penings at the three moveablgpan bridges in of calendar year NON(E)IS:;ENT'AL
District 4. then
Destroy.
80-10-26279 | Bridges and Structures General Maintenance Information (MA&) Retainfor 5 yearsafter end NONARCHIVAL
Rev. 1 Provides aecord of bridge maintenance with plans and photographs to facilitate an | Of fiscal year NON(E)IS:;ENT'AL
ongoing maintenance program. then
Destroy.
80-11-26436 | Current Project Fe Retainfor 1 year after NONARCHIVAL
Rev.0 | Provides ongoing design data for current projects. termination of contract NONEIS:E'ENT'AL
then
Destroy:.
80-12-26528 | Evergreen Point Bridge (2nd Lake Bridge) File Retainuntil completion of NONARCHIVAL
Rev. 0 Provides a record of original bridge construction data. Being used as a reference file| Project NONE)IS:fAENT'AL
comparison purposes during the construction of the Hood Canal Replacement Bridg( then
since there are some similarities in the bridge. Destroy.
81-06-28102 | Falseworkand Contract Files Retainuntil completion of NONARCHIVAL
Rev. 0 Provides a record of temporary support structures for concrete bridgeshop drawingg Project NONEIS:;ENT'AL
on highway related construction projects. then
Destroy.
5. BRIDGE AND
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlggggll\lT-ll—l(?l\ll\l:CIZ\lT?ON DESIGNATION
NUMBER (DAN)
80-12-26527 | Hood Canal Bridge File Retainuntil completion of NONARCHIVAL
Rev. 0 Provides a recordf original bridge construction data. Being used as a reference file fq Project NON(E)IS:;ENT'AL
comparison purposes during the construction of the Hood Canal replacement bridge| then
there are some similarities of construction in the bridge. Destroy.
80-12-26525 | Hood Canal Bridge Replacement Plan Sheets Retainfor 2 years after NONARCHIVAL
Rev. 0 Maintains drawings of the structure during different stages of the design and completion of project NON(E)IS:;ENT'AL
construction. then
Destroy.
80-11-26406 | Job File Retainfor 2 years after NONARCHIVAL
Rev.0 | Provides ongoing design data for each active project. completion of project NONE)'S:E'ENT'AL
then
Destroy:.
77-03-18842 | Log of Bridge Openings and Closings, DOT-230(D1) (MAI 16L) Retainfor 5 yearsafter end NONARCHIVAL
Rev.l Monthly openingsandclosings of moveable span bridges in the District. of fiscalyear NONE)IS:fAENT'AL
then
Destroy:.
80-MF-26411| Microfilm Copies of Structure Design Retainfor 75 years after NONARCHIVAL
Rev.0 | A film of design plans of all structures on highway systems destruction of structure POSSIBLE
then ESSENTIAL
OFM
Destroy.
5. BRIDGE AND
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEE@II\IT-II—I(?I\II\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN)
80-11-26409 | Structure Design Plans (Paper Copy) Retainfor 2 years after NONARCHIVAL
Rev. 0 Provides all information and details for construction of structure. glomlz:e'[ion of projecthen NON(E)IS:;ENT'AL
ilme
then
Destroy.
81-12-29357 | Swinomish Slough Log of Bridgpenings (MAI&) Retainfor 5 years after ARCHIVAL
. . . . . bridae no longer exists (Permanent Retention)
Rev. 0 Record of bridge openings at Swinomish Slough moveable span bridge. hg g NONESSENTIAL
then OFM
Transferto Washington State
Archives for permanent
retention.
88-04-41991 | U.S. Coast Guard Bridge Permit File Retainfor 1 year after final NONARCHIVAL
Rev. 0 Provides documentation pertaining to the departmegiplication for the permit. acceptance NONE)IS:fAENT'AL
then
Destroy:.

5. BRIDGE AND
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5.1 BRIDGE COMPUTER SUPPORT

This section covers records relating to Bridge Computer Support (Office Number 191)

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DIEE;I;’I\I'I:EL?I\II\I:CI\IT?ON DESIGNATION
NUMBER (DAN
80-11-26400 | Design Report File Retainfor 1 year after NONARCHIVAL

Rev.0 | A report which covers a section of highway on which the department contemplates | completion of project or plan NON(E)IS:E'ENT'AL
construction. The report becomes the justification for approval of the project. then
Destroy.
5. BRIDGE AND
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5.2 BRIDGBESIGN/BRIDGE CONSTRUCTION

This section covers records relating to BriDgsign/Bridge Construction (Office Number 192)

I,DAES?SS:R;FI[FO\(N DESCRIPTION OF RECORDS DIEE;@I\I‘I};?I\II\I:C,?\IT?ON DESIGNATION
NUMBER (DAN
80-11-26438 | Bridge Kardex Inventorgnd Inspection Retainfor 1 year aftetife of ARCHIVAL
Rev.0 Provides a recordf physical data, photos and field inspection information of all state bridge (Pﬁgﬁnéggéﬁr}“m
bridges. then OEM
Transferto Washington State
Archives for permanent
retention.
80-11-26448 | Bridge Load Rating Retainfor 1 year afterife of NONARCHIVAL
Rev.0 Provides records and calculations @mtermining bridge loading capacity. bridge NON(E)IS:;ENTIAL
then
Destroy.
80-11-26442 | Bridge Paint Projects Retainfor 1 year after NONARCHIVAL
Rev.0 | Provides record of protection systems used on state steel bridges. termination of contract NONgIS:fAENTIAL
then
Destroy.
90-11-46802 | Design Calculations Retainfor 2 years after NONARCHIVAL
Rev.0 | Provides a record of design computations for bridge and related structures. completion of project NONEIS:;ENT'AL
then
Destroy:.
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5.2 BRIDGBESIGN/BRIDGE CONSTRUCTION

This section covers records relating to BriDgsign/Bridge Construction (Office Number 192)

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DIEE;I;’I\I'I:EL?I\II\I:(E\IT?ON DESIGNATION
NUMBER (DAN
88-07-42566 | Evergreen Point Bridge (2l Lake Bridge) File Retainfor 2 years after NONARCHIVAL

Rev.0 | Provides a record of original bridge construction data. Being used as a reference file| completion of project NONESSENTIAL
. . . . OFM
comparison purposes during the construction of the Hood Canal replacement bridge | then
there are sme similarities in the bridge. Destroy.
80-11-26397 | False work, Cofferdarand Shop Plans Files Retainfor 3 years after job NONARCHIVAL
Rev. 0 Provides documentation for approved or returned drawings for construction contractg ©rder or project completed NON(E)IS:;ENT'AL
then
Destroy.
80-11-26449 | Heat Repair of Bridges Retainfor 1 year aftetife of NONARCHIVAL
Rev.0 Provides record of heat straightening repairs of sta@dges and structures. structure NONE)IS:;ENT'AL
then
Destroy.
88-07-42565 | HoodCanal Bridge File Retainfor 2 years after NONARCHIVAL
Rev. 0 Provides a record of original bridge construction data. Used as a reference file for completion of project NONgIS:fAENTIAL
comparison purposes during the construction of the Hood Canal replacement bridge | then
there are some similarities of construction in the bridge. Destroy.
5. BRIDGE AND
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5.2 BRIDGBESIGN/BRIDGE CONSTRUCTION

This section covers records relating to BriDgsign/Bridge Construction (Office Number 192)

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlzgggl\l'l:lig\ll\lﬁé\lT?ON DESIGNATION
NUMBER (DAN
88-07-42564 | HoodCanal Bridge Replacement Plan Sheets Retainfor 2 years after NONARCHIVAL
Rev.0 | Maintains drawings of the structure during different stages of the design and constru¢ completion of project NON(E)IS:E'ENT'AL
then
Destroy.
80-11-26445 | Movable Bridge Mechanicand Electrical Data Retainfor 1 year afteiife of NONARCHIVAL
Rev.0 Provides mechanical and electrical information for correcting movable bridge operati¢ Structure NON(E)IS:;ENT'AL
problems. then
Destroy.
80-11-26443 | Movable Bridge Plans Retainfor 1 year afterife of NONARCHIVAL
Rev.0 Provides design and working plans feovable bridge projects. structure NONE)IS:;ENT'AL
then
Destroy.
80-11-26444 | Movable Bridge Projectand Reports Retainfor 1 year aftetife of NONARCHIVAL
Rev.0 Provides working data for repair projects for movable bridges. bridge NONgIS:fAENTIAL
then
Destroy:.
5. BRIDGE AND
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5.2 BRIDGBESIGN/BRIDGE CONSTRUCTION

This section covers records relating to BriDgsign/Bridge Construction (Office Number 192)

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DIEE;I;’I\I'I:EL?I\II\I:(E\IT?ON DESIGNATION
NUMBER (DAN
81-06-28039 | Preliminary Bridge Plans Retainfor 2 years after NONARCHIVAL

Rev.1 | Maintains drawings of structure during preliminary plan and design stages of projects termination of contract NON(E)IS:E'ENT'AL
be used in contract development. then
Destroy.
80-11-26446 | Project Plan Drawings Retainfor 1 year aftetife of NONARCHIVAL
Rev0 Provides a record of bridges needing repair anddbeumentation pertaining to that bridge NON(E)IS:;ENT'AL
repair. then
Destroy.
80-11-26447 | Sounding Drawings Retainfor 1 year aftetife of NONARCHIVAL
Rev.0 Provides visible record of erosion tendencies at individual state bridges. bridge NONE)IS:;ENT'AL
then
Destroy.
80-11-26437 | State of Washington Inventory of Bridgeshd Structures (SWIBS) Retainfor 6 years after ARCHIVAL
Rev.0 | Provides physical data inventory of all existing state, county and city owned bridges. | destruction of bridge (PNeg‘,i”égggﬁnTﬂlﬁ
then OFM
Transferto Washington State
Archives for permanent
retention.
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5.2 BRIDGBESIGN/BRIDGE CONSTRUCTION

This section covers records relating to BriDgsign/Bridge Construction (Office Number 192)

DISPOSITION RETENTION AND

AUTHORITY DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION

NUMBER (DAN

80-11-26450 | Utility Attachments Retainfor 1 year aftetife of NONARCHIVAL
Rev.0 Provides record andetail of approved utility attachments on existing bridges. bridge NON(E)IS:E'ENT'AL
then
Destroy.
88-04-41989 | Welding Design Data Retainuntil revised, NONARCHIVAL
Rev.0 | Provides technical data pertaining to the welding of metals. replaced, or updated NON(E)IS:;ENT'AL
then
Destroy:
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5.3 BRIDGIPRESERVATION SECTION

This section covers records relating to BriBgeservation Section (Office Number 193)

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEE;@I\I‘I:I;S\II\I:CI?\IT?ON DESIGNATION
NUMBER (DAN
86-12-39087 | Bridge Deck Survey Retainfor 3 yearsafter end NONARCHIVAL
Rev.0 | Provides records of bridge deck survey data results. of calendar year NON(E)IS:E'ENT'AL
then
Destroy.
81-09-28893 | Bridge File Retainfor 2 yearsafter end ARCHIVAL
. . ‘e of fiscal vear (Permanent Retention)
Rev. 0 Provides a record of bridge condition reports. ) Yy NONESSENTIAL
then OFM
Transferto Washington State
Archives for permanent
retention.
81-05-27726 | Bridge Maintenance Records Retainfor 7 yearsafter end NONARCHIVAL
Rev. 0 Provides a log and summary of bridge openings at the three moveahle bridges in of fiscal year NONgIS:fAENTIAL
District 4. then
Destroy.
5. BRIDGE AND
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6. COMMERCIAL VEHICLE SERVICES

This section covers records relating to Commercial VeBigteices (Office Number 183)

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
13-03-68439 | Automatic License Plate Recognition Retainfor 2 months after NONARCHIVAL
Rev. 0 Images of the front license plate ecbmmercial vehicles approaching a (CVISN) end of month NON%?DiENT'AL
Commercial Vehicle Information Systems and Networks equipped weigh station. Thii then
is located at headquarters on a server. Destroy.
77-02-18477 | Axle Spacing Repospplication Retainfor 3 monthsafter NONARCHIVAL
Rev.1 Provides a record of the application from customers of the determined allowable weil @pplication date NONEIS;:’AENT'AL
per axle spacing for different configurations of trucks. then
Destroy.
13-03-68440 | Electronic Screening History Data Retainfor 3 years after end | NONARCHIVAL
Rev. 0 History data that occurs at a (CVISN) Commercial Vehfolenation Systems and of month NON%SPSRENHAL
Networks weigh station during the process of electronically screening the commercig then
vehicle. This data is located at headquarters on a server. Destroy.
77-02-18481 | Permit Application Retainfor 3 months after NONARCHIVAL
Rev.2 Record of the application requesting an ovegal or Department oficensing permitto | application date NONEIS:;ENT'AL
travel within the state on state highways. May include, but not limited to, Special Mot then
Vehicle and Regional permits. Destroy.
6. COMMERCIAL
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEES;'I\IT-II—I(?I\II\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN)
77-02-18476 | Permit Violation Notice Retainfor 6 years after NONARCHIVAL
Rev.2 Provides a record of permit violations fouby the Washington State Patrol, a violation | €xpiration of permit NONEIS:fAENT'AL
makes the permit invalid for the individual or company that holds the permit. then
Destroy.
77-02-18480 | Refund Application Retainfor 6 yearsafter end NONARCHIVAL
Rev.1 Provides a record & request of refund and all supporting documentation, these cove| Of calendar year NON%SPSRENT'AL
either approved or denied refunds. then
Destroy.
13-06-68444 | Superload Approval Information Retainfor 6 years after end | NONARCHIVAL
Rev. 0 Provides a record afocumentation supporting auperload permit application. A of calendar year NON%SPSRENT'AL
superload is a vehicle or combination with a rdisisible load exceeding the limits state| then
in WAC 4688-405. Destroy.
91-02-47416 | Transportation Permit Retainfor 6 years after NONARCHIVAL
Rev.2 Provides a record of permits issued throughout the state for travel on the state highw €Xpiration of permit NON%SF)iENT'AL
system. May include, but not limited to, Speddtor Vehicle, Region, Department of then
Licensing, and Handwritten permits. Destroy:.
6. COMMERCIAL
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7.

CONSTRUCTION ADMINISTRATION

This section covers records relating to Construction Administration (Office Number 208)

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
11-02-62427 | Construction Contracts Information System Retainfor 15 yearsafter final | NONARCHIVAL
Rev.l Provides records that are in the Construction Contracts Information System (CCIS) | acceptance NONEIS:‘:’AENT'AL
database and automates the tracking of constructimmtract data and provides an then
a_ccgs_sible reporting_system. May includ_e but not limited to, information on contracts| pestroy,
significant project milestones and compliance figures.
80-04-24635 | Construction Contracts; Plans and Specifications; Final Recordsuifts Retainfor 75 years after ARCHIVAL
Rev.8 Records relating to all phases of construction projects. completion ofcontract (Pergfe,ngéﬁeﬁfﬁn)
Includes, but is not limited to: then (for Disaster Recovery
1 Original constructionantract, contract plans and specifications, and shop plar| Transferto Washington State OPR
1 Change orders; Archives for permanent
1 Request for Qualifications and Proposal; retention.
1 Instructions to Proposers, proposals (containing approved Alternative Techni
Concepts), and statement of Qualification succed3faposer;
1 Proposals (containing approved Alternative Technical Concepts);
9 Statement of Qualification successful Proposer;
9 Audit and estimates;
I Final records and Asuilts;
91 Construction plans as listed in the Construction Manual,
1 Development Services plaas listed irthe Development Services Manual;
91 DesignBuild documents as listed in the Desigunild Manual.
Excludesecords covered hy
1 Constructionfemporary Final Records (DBBI07-60568)
7. CONSTRUCTION
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
03-07-60568 | Construction Temporary Fin&ecords Retainfor 3 years after NONARCHIVAL
Rev.2 Records relating to the administration of a construction project for either State or Feq acceptance date (state NONESSENTIAL
Funded projects. funded) or FHWA acceptand OFM
Includes, but is not limited to: ?Jrfg]:é)payment (federal
1 Documents as listed in the WSDOT Construddanuat
. then
1 Monthly Construction Reports
Destroy:.
Excludes:
9 Final construction records covered @pnstruction Contracts; Plans and
Specifications; Final Records:hslts (DAN 8@4-24635)
88-01-41501 | Construction Materials Records Retainfor 2 years after NONARCHIVAL
Rev.0 | Provides a record of quality and quantity and testing data on materials used in highw termination of contract NONEIS:;ENT'AL
construction. then
Destroy.
81-05-27739 | Construction Progress Profiles and Plan Maps Retainfor 15 years after NONARCHIVAL
Rev. 0 Provides a record of highways that have been constructed in the area. completion of project NONEIS:;ENT'AL
then
Destroy.
81-04-27503 | Field Crew Reports Retainfor 3 yearsafter end NONARCHIVAL
Rev.0 |t NPOARSA I NBO2NR 2F (GKS TASER &dND$Se |offiscalyear NONE)SFfAENT'AL
then
Destroy.
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DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DIEES;'I\IT-II—I(?I\II\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN)]
81-04-27459 | Gravel Pits, Stockpiles and Reclamation Retainfor 3 yearsafter end NONARCHIVAL

Rev.0 | Provides a record of all gravel pits and stockpiles in the area. of fiscal year NONEIS:fAENT'AL
then
Destroy.
81-06-27885 | Nuclear Records Retainfor 75 years ARCHIVAL
Rev.0 Provides a record of correlation data for all nuclear test equipmélsp maintains then (Pﬁgﬁnéggéﬁr%tmi
personnel radiation exposure. Transferto Washington State OFM
Archives for permanent
retention.
88-03-41897 | Outside Agency Planning Reports Retainfor 5 yearsafter end NONARCHIVAL
Rev. 1 Copies of land use planning and future construction projects in various cities, coamti¢ Of calendar year NONEIS:;ENT'AL
private developers located in District 5. Used as a guide to be sure future Departmer| then
construction projects are compatible. Destroy:.
80-05-24902 | Prequalification Questionnaires (Confidential Record) Retainfor 7 yearsafter end NONARCHIVAL
Rev.1 | Reference file to establish potential contractors' capabilities for required work of calendar year NONEIS:;ENT'AL
accomplishment. then
Destroy.
7. CONSTRUCTION
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8. CONSULTANT SERVICES

This section covers records relating to Consultant Services (Office Number 200)

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DIEES;'I\IT-II—I(?I\II\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN]
96-11-57178 | Request for Proposal File Retainfor 6 yearsafter end NONARCHIVAL

NONESSENTIAL

Rev.0 | Provides a record of RFPs received by Consultant on solicited projects. of fiscal year OFM
then
Destroy,.
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9. CONTRACT ANDAWARD

This section covers records relating to ContraceAdAward (Office Number 205)

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
86-01-36018 | Bid History Retainfor 6 monthsafter NONARCHIVAL
Rev.0 | A computer printout which provides a record of all highway construction contracts | €nd of fiscal year NONEIS:‘:’AENT'AL
awarded by the year and by district. then
Destroy,.
84-05-33905 | Billing Invoice/Customer Statement of Procurement of Plans Retainfor 4 months after NONARCHIVAL
Rev. 1 Providesa record of requests from contractors for contract plans of WSDOT projects| €nd of month NONEIS:“:’AENT'AL
then
Destroy,.
86-01-36016 | Contract Bid Results Retainfor 1 yearafter end of | NONARCHIVAL
Rev.0 | Record of bidders for each work project. calendar year NONEIS:fAENT'AL
then
Destroy,.
86-01-36014 | Contractor Performance Reports Retainfor 7 yearsafter NONARCHIVAL
Rev.2 A record of preqalification of contractors. Prime Contractor Performance Reaod completion of contract NONEIS:;ENT'AL
evaluation ofDesigrBuilders. then
Destroy:.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
86-01-36015 | Contractor Prequalification Questionnaires (Confidential Records) Retainfor 7 yearsafter end NONARCHIVAL
Rev. 1 Reference file to establish potential contractors' capabilif@sequired work of calendar year NONEIS:fAENT'AL
accomplishment. then
Destroy.
86-01-36017 | Executed Project File Retainfor 6 months after NONARCHIVAL
Rev. 1 Provides a record of all highway construction projects awarded and signed by the | contract signed by contracto NONEIS:;ENT'AL
contractor. then
Destroy.
86-01-36020 | Original Addendum Retainfor 1 year after bid NONARCHIVAL
Rev.0 | Provides a history of all highway construction projects by project. opening NONEIS:;ENT'AL
then
Destroy:.
84-05-33906 | Procurement Plan Log Book Retainfor 5 years after final | NONARCHIVAL
Rev.1 | Provides a record of who received highway and buildimgstruction plans from WSDOT| €ntry in log book NONEIS:;ENT'AL
and records of bids awarded. then
Destroy:.
9. CONTRACT AGND
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10. DESIGN OFFICE

This section covers records relating to Design Office (Office Number 215)

I,DAILSJ'IF')SS:R-’FIITOYN DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
80-07-25154 | Air Quality Modeling Program Retainfor 5 yearsafter end NONARCHIVAL
Rev.1 Record of Source Program and Modifications to the Air Quality Computer Programs | Of calendar year NONEIS;:’AENT'AL
needed to be made before the Program can be used evaluate project. then
Destroy.
80-07-25150 | Air Quality Monitoring Data Retainfor 5 years after NONARCHIVAL
Rev.2 Air Quality Monitoring Data is collected to help evaluate air quality impacts to a spec| termination of individual NONESSENTIAL
project or to aid in making the yearly air quality consistency determination for the project OFM
Metropolitan Planning Organizations. then
Destroy.
80-07-25153 | Air Quality Studies Project Oriented Retainfor 2 years after NONARCHIVAL
Rev. 0 Evaluates Air Quality Impacts for proposed projects. termination of individual NONESSENTIAL
project OFM
then
Destroy:.
86-01-35914 | Annual Safety Reports Retainfor 2 yearsafter end ARCHIVAL
Rev.0 Provides a record of completed highway safety improvement projects and annual rey Of calendar year ‘Pﬁg“ﬁ”éggéﬁr}“f}:i
to the Federal Highway Administration. then OFM
Transferto Washington State
Archives for permanent
retention..
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
80-08-25446 | Asphalt Cement and Fuel Cost Adjustment Retainfor 5 years after NONARCHIVAL
Rev.1 Provides history, and a documentation of the calculation of the Asphalt Cement completion of applicable NONEIS:fAENT'AL
Adjustment base prices and timeonthly fuel coast base prices. construction contracts
then
Destroy.
81-06-28117 | Barrier Free Design Retainfor 10 yearsafter end | NONARCHIVAL
Rev. 1 Provides a record of the actions of various committees in providing barrier free facilit| Of fiscal year NONEIS:;ENT'AL
for the handicapped. then
Destroy.
80-08-25449 | Bid Tabulation Retainfor 3 years after NONARCHIVAL
Rev.0 | Provides a tabulation of the unit contract prices bid by all of the bidders along with th termination of contract NONESF;ENT'AL
9 y 3 A YEStiE&E & then
Destroy:.
80-11-26426 | Bridge Waterways and Drains Retainfor 1 year after NONARCHIVAL
Rev. 0 Provides a record of design calculatfon bridgewaterways and drains. destruction of facility NONEIS:;ENT'AL
then
Destroy.
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I?’-\ILSJ'IF')Sg:R-’rIl'I'OYN DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
80-10-26264 | Columbia Basin Irrigation Project Retainfor 6 yearsafter end ARCHIVAL
Rev.1 | Provide daa showing relationshipetween stateowned right of vay and U. S. Bureau of ©f fiscal year (Pﬁgﬁnéggéﬁflfmi
Public Water and Power Resources property. then OFM
Transferto Washington State
Archives for permanent
retention.
80-08-25461 | Construction Contract Chedk Sheets Retainfor 5 years after NONARCHIVAL
Rev.0 | Provides descriptive data of amdividual project as well as type of construction work aj completion of individual NONESSENTIAL
distribution of preliminary plans and specifications. project OFM
then
Destroy.
80-08-25460 | Construction Cost Indexes of Other State Retainfor 3 yearsafter end NONARCHIVAL
Rev.0 | Provides a record of the construction cost indexes from several states other than | Of calendar year NONEIS:;ENT'AL
Washington. then
Destroy:.
80-08-25445 | Construction Materials Projection Report Retainfor 4 yearsafter end NONARCHIVAL
Rev. 0 Projects materials to be used on highway constructianing a six month period. of calendar year NONEIS:;ENT'AL
then
Destroy.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEE@II\IT-II—S\,I\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN]
80-08-25454 | Contract Award Record Sheets Retainfor 7 years after NONARCHIVAL
Rev. 0 Providesrecord of all construction contracts awarded in the State of Washington. completion of contract NONEIS:fAENT'AL
then
Destroy.
80-09-25558 | Design Documentation Package Retainfor 75 yeasafter ARCHIVAL
Rev.3 | Includes Design Documentation pertaining to highway construction projects. Docum¢ design approval date (Pﬁg‘ﬁnéggéﬁ’%tmi
in this packet vary depending on the type of project and any FHWA requirements as| then OFM
_detailed in the applic_able chapters o_f tdepartment D_esign Manual. '_I'his record serie§ Transferto Washington State
includes various design stages that incorporate design documentation, plans Archives for permanent
specifications, estimates, etc. retention.
80-09-25568 | Highway ConstructiorProject Files Retainfor 3 years after NONARCHIVAL
Rev.1 Records relating t®esign Project Filéncluding but not limited topreliminary completion of project NONEIS:;ENT'AL
engineeringenvironmental and design studies conducted during the development of | then
project Destroy,.
80-11-26423 | Hydraulic Related Project Log Retainfor 1 year after NONARCHIVAL
Rev.0 | Provides a record of Hydraulic projects received and disposition of projects. destruction of facility NONEIS:;ENT'AL
then
Destroy.
88-03-41856 | Interstate Cost Estimate Retainfor 8 yearsafter end NONARCHIVAL
Rev. 1 Provides data for production of dnterstate Cost Estimate. of calendar year NONEIS:;ENT'AL
then
Destroy.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIEgill\IT-II—I(;DI\II\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN)
84-07-34524 | Interstate Cost Estimates Retainfor 3 yearsafter end NONARCHIVAL
Rev. 0 Provides aecord of the cost and quantities of material needed to complete the of fiscal year NONEIS:fAENT'AL
remainder of the interstate highway system. then
Destroy.
80-11-26425 | Job Files Retainfor 5 years after NONARCHIVAL
Rev.0 | Provides a record of background data and review calculations on hydraulic related | termination of contract NONEIS:;ENTIAL
projects. then
Destroy.
84-05-33811 | Landscape Architectural Projects Retainfor 5 years after ARCHIVAL
RevO |t NPGARSE I NBO2NR 2F G(G(KS RSLI NI YSy i Qa | completion of individual (Permanent Retention)
architecture. project NONEIS:;ENTIAL
then
Transferto Washington State
Archives for permanent
retention.
80-08-25453 | Mile Post Road Log Retainuntil revised NONARCHIVAL
Rev. 0 Provides a record of mile post numbers assigned to all state highways at identifiable| then NONEIS:;ENHAL
landmark features. Destroy.
85-03-35109 | Reclamation Plan History File Retainfor 2 years after NONARCHIVAL
Rev. 0 Provides a history of Reclamation Plans for each Pit Site as it is originally approved { approval date NONEIS:;ENT'AL
any necessary revisions. then
Destroy.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEE@II\IT-II—I(?I\II\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN)
80-09-25754 | Rest Area System Retainfor 1 year after ARCHIVAL
. . superseded (Permanent Retention)
Rev.1l Provides a record of rest areas located on state highways. rl? NONESSENTIAL
then OFM
Transferto Washington State
Archives for permanent
retention.
84-08-34445 | Special Projects Retainfor 10 years after NONARCHIVAL
Rev.0 | Provides a record of highway research projects for any work that is not covered in th completion of individual NONEIS:;ENT'AL
Washington State Department of Transportation Standard Plans or Specifications. | Project
then
Destroy.
88-03-41853 | Standard Plans File Retainfor 2 yearsafter end ARCHIVAL
: : - of calendar vear (Permanent Retention)
Rev. 0 Provides historic records of Standard Plans used byépartment. ) Y NONESSENTIAL
then OFM
Transferto Washington State
Archives for permanent
retention.
80-09-25574 | Transfer of Routes Retainfor 50 yearsafter end ARCHIVAL
Rev.1 | Provides immediate crosgference information; contains documentation of historical | ©f fiscal year (Pﬁg‘;”éggéﬁr_'lf'l‘j:i
value on transfer of state owned routes to cities and counties. then OEM
Transferto Washington State
Archives for permanent
retention.
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I:,)'-\ILSJ'IF')SS:';’rll'l'o\(l\l DESCRIPTION OF RECORDS DIEEE@II\IT-II—I(?I\II\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN)
84-01-33335 | Weekly Calendar Retainfor 2 years after NONARCHIVAL
Rev. 0 Provides a record of highway construction projects approved by the Project Develop| Project approved NONEIS:fAENT'AL
Engineer which can be advertised for bidding purposes. then
Destroy.
19-10-69408 | Alternative TechnicalDoncept (NotApproved Retainuntil contract NONARCHIVAL
Rev. 0 Records relating to the review of Alternative Technical Concepts submittptbppsers, | €xecution NON%SPSRENT'AL
but not approved by WSDOT. then
Includes, but is not limited to: Destroy.
1 SubmittedAlternative Technical Conceptackags;
9 Official WSDOT response letser
1 Anyotherwritten documentation notpart of an Alternative Technical Concept
submitted in the Proposal.
Excludes records relating to the review of Alternative Technical Concepts approved
WSDOT covered l@yonstruction Contracts; Plans and Specifications; Final Records; 4
builts (DAN 8@4-24635).
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11. ENVIRONMENTAL SERVICES

This section covers records relatinggnvironmental Servicd©ffice Number 25).

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlzggill\lT-ll—l(;jl\ll\l:CIZ\lT?ON DESIGNATION
NUMBER (DAN)
06-01-61061 | Environmental Report&Jsed for Gonstruction ofHighway or Transportation System Retainfor 10 years after site ARCHIVAL
Rev. 1 Features assessment closure report | (Permanent Retention)
' . . - . . . e NONESSENTIAL
This includes but is not limited to: Final Wetland and Aquatic habitat Mitigation Plang then OFM
Monitoring Reports, Hazmat Site Files, Hazardous Super Fund Site Documents, Hyd Transferto Washington State
Reports, Noise Disciplinary Study. Archives for permanent
retention.
88-03-41900 | Outside Agency Environmental Review Retainfor 2 yearsafter end NONARCHIVAL
Rev. 1 Provides workindiles of Department's review of outside Agency Environmental of calendaryear NONEIS;:’AENT'AL
Documents to determine the proposals effect on the Department's transportation then
facilities. Destroy.
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DISPOSITION
AUTHORITY
NUMBER (DAN}

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

85-03-35145
Rev. 1

Project Environmental DocumentatiogNational and State Environmental Policy Act
Environmental Documentation and all Related Documents

Provides a recordf the effects that a project has on the environment. This includes, b
is not limited to, the Environmental Impact Statement (EIS), Environmental Assessm
(EA),Record of Decision, Finding of No Significant Impacts (FONSI), Public
Involvement/Open Hougelearing plans and records, alternative assessments,
correspondences, decision documents, Biological Assessments for the Endangered
Act, and the following discipline reports: Soils and Geology, Water Quality/Surface
Groundwater, Coastal Aas/Shoreline, Floodplain, Wildlife, Fish, Vegetation, Wetland
Hazardous Materials, Land Use, Land Use Plans, and Growth Management, Wild an
Scenic Rivers, Agriculture and Farmland, Public Lands (Section 4(f), 6(f) and Forest
Historic, Cultural, Archdogical Resource, Soelftzonomic, Environmental Justice,
Transportation, Relocation, Public Services, Utilities, Visual, Light and Glare, Indirec
Cumulative Impacts, Site & Reach Analysis, Noise Study and Air Quality Discipline S
(which includes Aigtudy/Air Quality Technical Report).

Retainfor 10 years after
construction completed,
project closeout or project
shelved for 3 years

then

Transferto Washington State
Archives for permanent
retention.

ARCHIVAL

(Permanent Retention)
NONESSENTIAL
OFM

83-04-31575
Rev. 1

State, Local and Federal Permit/Approvals

Provides a record of various environmental permits obtained for a project. This inclu
but is not limited to, Federal Warnings, Citations or Violations, and Agency Correctiv
Actions with Other State and Local Permits/Approvals, Section 10 and 401 Letters of
Verification, Forest Practices Approvals, Aquatic Lands Acquisition, Floodplain, and
variance permits, Hydraulic Project Approvals (HPA), National Pollution Discharge

Elimination System (NPDES), Shoreline Permits (Exemption, Substantial Developmé
Conditional Use and/or Grading Permits), Critical Areas Ordinance, Zoning, and Clex

and Grading Permits.

Retainfor 10 years after
termination of permit

then

Transferto Washington State
Archives for permanent
retention.

ARCHIVAL

(Permanent Retention)
NONESSENTIAL
OFM

11. ENVIRONMENTAL
SERVICES
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEE@II\IT-II—I(;DI\II\I:CIZ\]T?ON DESIGNATION
NUMBER (DAN)
92-09-51332 | Wildlife Road Kill Reports Retainfor 5 yearsafter end ARCHIVAL
. - . of calendar vear (Permanent Retention)
Rev. 0 Provides a record of wildlife road kills throughout the state. ) Y NONESSENTIAL
then OFM
Transferto Washington State
Archives for permanent
retention.
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12. EQUIPMENANDFACILITIES

This section covers records relating to Equipmaamd Faculties (Office Number 150)

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEE@II\IT-II—I(;)N%?I'\(I)?\I DESIGNATION
NUMBER (DAN)
81-04-27553 | Restand Landscape Area Maintenance Data Retainuntil end of fiscal yearr NONARCHIVAL
Rev. 0 Provides a record of design, construction, and field notes to assure proper maintena| then NONESF‘:’AENT'AL
and operation of rest areas and landscaped areas. Destroy.
81-04-27552 | Water Quality Test Results Retainfor 10 years after NONARCHIVAL
Rev.0 | Provides arecord of chemicalaad: OG SNA I G8ada 2F (KS 5 ¢completionoftest NONEFS;:’AENT'AL
then
Destroy.
81-04-27554 | Water System Back Flow Tests Retainfor 5 years after NONARCHIVAL
Rev. 0 Provides a record of test results of water system back flow devices. completion of test NONEIS:fAENT'AL
then
Destroy.
12. EQUIPMENAND
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13. FEDERAL AID PLANNIAKEDANALYSIS

This section covers records relating to Federal Aid Plaramidénalysis (Office Number 074)

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIES;II\IT-II—I(?I\II\I:CII\IT?ON DESIGNATION
NUMBER (DAN)
81-04-27462 | Annual Federal Aid Program Retainfor 3 yearsafter end NONARCHIVAL
Rev.0 | Provides a listing of Highway Construction Program projects scheduled for Federal g Of calendar year NONEFS:‘:’AENT'AL
funding. then
Destroy.
81-07-28456 | Federal Aid Programming Retainfor 2 yearsafter end NONARCHIVAL
Rev.0 | Provides a record of approved federal aid projects. of fiscal year NONESF*:’AENT'AL
then
Destroy.
81-04-27460 | Highway Construction Program Projects Retainfor 6 yearsafter end NONARCHIVAL
Rev. 0 Provides a record of new construction projects which arbé@dded to the Highway of fiscal year NONEIS:;ENTIAL
Construction Program. Have to be approved by the Transportation Commission. then
Destroy.
81-04-27466 | Project Status Record Retainfor 4 yearsafter end NONARCHIVAL
Rev. 0 Provides a record of the status of Federal aid funds on individual Highway Construct| Of fiscal year NONEIS:;ENT'AL
Program projects. then
Destroy:.
13. FEDERAL AID
PLANNING\ND Page43of 127
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DISPOSITION
AUTHORITY
NUMBER (DAN}

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

81-04-27469 | Work Order Authorization Log

Retainfor 2 yearsafter end

NONARCHIVAL

Rev.0 | Provides a record of work order authorizations submitted for approval of funds for | ©Of fiscal year NONEIS:fAENT'AL
Highway Construction Program, Mariaad Maintenance Program projects. then
Destroy.
13. FEDERAL AID
PLANNINGND Paged4 of 127
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14. FERRIES DIVISION

This section covers records relating to Ferries Division (Office Number 900)

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
82-03-29742 | Annual Report Retainfor 7 yearsafter end ARCHIVAL
Rev.0 | Provides information on all pilotage matters in Puget Sound and Grays Harbor on an Of calendar year (Pﬁgﬁnéggéﬁ%“m
annualbasis. then OFM
Transferto Washington State
Archives for permanent
retention.
88-01-41524 | Audit Tapes Retainfor 5 yearsafter end NONARCHIVAL
Rev.0 | Consolidated ECR reports for all sellers working at the terminals. of fiscal year NONEIS;:’AENT'AL
then
Destroy.
83-06-32185 | Blueprints, Drawingsnd Technical Specificatiator Vessels Retainuntil sale of vessel ARCHIVAL
. e L. . (Permanent Retention)
Rev.1 Records relatfng to t.hp.roposed specifications and design of vessels. then | NONESSENTIAL
Includes, but is not limited to: Transferto Washington State OFM
1 Design specificatics) Archiv_es for permanent
1 Blueprints; retention.
9 Structural specifications;
9 Technical specifications;
1 Technical drawings.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
82-03-29751 | Tanker Movements, Puget Sound Retainfor 10 yearsafter end ARCHIVAL
Rev. 1 Provides information on tankers in/outbound, tonnage, siej destinationUsed as a | Of calendar year Pﬁg‘;”égggﬁ];‘&‘i
reference to answer questions pertaining to the above. then OFM
Transferto Washington State
Archives for permanent
retention.
88-01-41521 | Traffic Statistics Retainfor 3 yearsafter end NONARCHIVAL
Rev. 0 Provides a record of the number of passengers and vehicles carried by vessel, routd Of fiscal year NONEIS:;ENT'AL
sailing. Allows staff to determine traffic volumé®nds,and overloads. then
Destroy.
83-06-32186 | VesseDry-dockingRecords Retainfor 2 years afteend NONARCHIVAL
Rev.0 Provides a history of annudty-dockingrepairs to each vessel. of calendar year NONEIS:;ENT'AL
then
Destroy:.
83-08-32786 | Vessels SalEile Retainfor 6 years aftesale ARCHIVAL
. . of vessel (Permanent Retention)
Rev. 1 Records relat!ng to t.he. legal record of sale of staeteiés. NONESSENTIAL
Includes, but is not limited to: then OFM
1 Advertising package; Transferto Washington State
1 Bids: Archives for permanent
1 Bill of Sale; retention.
1 Related correspondence.
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15. FERRIES DIVISIQNPERATIONS DEPARTMENT

This section covers records relatingRerries Divisioq Operations Department (Office Number 950)

DEPARTMENT

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIES;II\IT-II—I(?I\II\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN)
83-06-32415 | Certificate of Inspection Retainuntil sale of vessel NONARCHIVAL
Rev. 2 Records relating t&)S Coast Guard issuddcuments. then NONESF‘:’AENT'AL
Includes, but is not limited to: Destroy.
1 Passenger Capacity;
1 Crew Complement (humberating and qualifications of each crew member, e.¢
One Master/® Class Pilot, 4 Able Seamen, etc.);
1 Routes Permitted and Conditions of Operation;
1 Inventory of Required lifesaving and firefighting gear;
1 Inspection Status of critical machinery.
88-01-41522 | Deck Department Log Book Retainuntil sale of vessel NONARCHIVAL
Rev. 2 Records related to the daily activities of each state ferry. then NONEIS:;ENT'AL
Includes, but is not limited to: Destroy.
9 Daily deck department activity
1 Navigation ata;
1 Crew Lists;
9 Local weatheranditions;
1 Security neasures;
1 Emergency dlls;
1 A description of incident and accidents involving passengers and/or crew.
15. FERRIES DIVISIO
OPERATIONS Paged7of 127
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DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS Dlzggi'l\'TTlg\'l\l :CNT?ON DESIGNATION
NUMBER (DAN)]

19-02-69351 | Hazardous Materials Handling Records Retainfor 3 years after end | NONARCHIVAL

Rev. 0 Records relating to theransport, storage, and handling of hazardous materials aboarq Of calendaryear NONEIS:fAENT'AL
state ferriesand in terminals. then
Includes, but is not limited to: Destroy.
1 Hazardous materials locker inspections;
9 Certificate to transport vehicles containing hazardous materials;
1 Certificate to transport vehicles containing hazardous waste
Excludes:
1 Monthly hazardous materials locker inspectiamered byRecords Documented
as Part of More Formalized Records (DAN GS 50012)
Note: Retention based ony&ar requirement in 49 CEBR.72.201(e) and WAC 1-:883-260.
14-09-68531 | RecordedPhone Galls Retainfor 3 years after date | NONARCHIVAL
Rev. 0 Recorded phone calls received at the Ferries Division that are recorded and stored I{ of document NONEIS:;ENT'AL
These are stored in an electronic formatthe program called Witness. These recorded then
phone calls are used for training and research purposes. Destroy:.
15. FERRIES DIVISIO
OPERATIONS Page48of 127
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlgggill\lT-ll—lgl\ll\l:CIZ\lT?ON DESIGNATION
NUMBER (DAN)
12-12-68373 | Report of Marine Accidentnjury, or Death Retainfor 25 years aftesale | NONARCHIVAL
Rev.2 Records relating teegulatory equirementspertinent to the reporting of accidents, of vessel NONEIS:fAENTlAL
injuries,or deaths occurring on each vessel. then
Includes but not limitedto: Destroy.
1 Adescription of each accident/incident;
1 Damage, environmental impacts;
1 Machinery or equipment failure;
1 Weather conditions;
9 Injuriesor deaths.
Note: Referencd6 CFR 4.051.
15. FERRIES DIVISIO
OPERATIONS Paged49of 127
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16. FERRIES DIVISIQNSECURITY AND EMERGENCY MANAGEMENT OFFICE

This section covers records relating to Ferries Divisi®acurity and Emergency Management Office (Office Numbk@x 97

(vesseland105.245 (terminal) as well as Washington State Ferries Alternative Secur
Program outlined in 33 CER.01.120. WSF security program uses the (DoS) process
the method for ensuring all appropriate security measures are in place in advance
notifying the USCG ofMaritime Security MARSEevel attainment.

Note: All DoS documents are considered the original and will be maintained by the Secu
Management Office (Per Coast Guard Requirements).

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlgggill\lT-ll—lool\,l\l:C':\lT?ON DESIGNATION
NUMBER (DAN)
14-09-68530 | Declaration of Security (DoS) Retainfor 90 daysafter end NONARCHIVAL
Rev.0 | A copy of each single DoS for each vessel and facility as outlined in 83 @FE55 of MARSEC level change NONESFL;’AENT'AL

then
Destroy.

14-09-68532
Rev.l

Security Records

Records relating tthe security of the Washington State facilities and vessels. These
records are requird per CFRs and Coast Guard regulations.

Includes, but is not limited to:

9 Security TrainingiDrills/Exercises
1 Homeland Security Division video records/electronic secunijg |
9 Suspicios activity, Breach of Securitpclmens, and securityhreats
1 Changesn Maritime Security (MARSEEYéls
1 Maintenance, calibration, and testing of secuetyuipment
Note: Nonincident viako is reatime and is only retainefbr 60 days. Access to Homeland

Security Video and/or Electronic Security logs through the Washington States Ferries
Homeland Security Infrastructure system is considered SensitivéySedarmation (SSI).

Retainfor 2 years after date
of document or incident

then
Destroy:.

NONARCHIVAL
NONESSENTIAL
OFM

16. FERRIES DIVISIO
SECURITY AND

EMERGENCY
MANAGEMENT OFFIC
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17. GEOGRAPHIC SERVICES

This section covers records relating to Geographic Services (Office Numher 061)

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DIEES;'I\IT-II—I(?I\II\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN)
81-07-28592 | Aerial Mosaics Reproducible Retainuntil updated NONARCHIVAL

Rev. 0 To produce prints of 1" = 400" aerial maps of existing highways, connecting roads an  then NONEIS:‘:’AENT'AL
adjacent topography to study and plan improvements on existing highways. Destroy.
77-07-19713 | Aerial Surveys and Photography Retainfor 75 yearsafter end | NONARCHIVAL
Rev. 0 Aerial photographs for survey and reconnaissance, photographs for location jobs an( ©f calendar year NONEIS;:’AENT'AL
sites. then
Destroy.
88-03-41822 | District Surveying Quality Control Retainfor 75 yearsafter end | NONARCHIVAL
Rev.1 | Provides a reference of control survey statitmsated within each District. of fiscal year NONEIS:fAENT'AL
then
Destroy.
80-09-25816 | Glass Diapositives Retainfor 10 years after ARCHIVAL
Rev.0 | Contains gositive copy of a photograph printed on glass in conjunction with a projec ;?cr)?gcltetion of individual (Psgﬁnéggéﬁﬁmi
OFM
then
Transferto Washington State
Archives for permanent
retention.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEE@II\IT-II—I(?I\II\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN)
88-03-41829 | Ground Profile File Retainfor 75 yearsafter end ARCHIVAL
: : - - : : : of fiscal year (Permanent Retention)
Rev. 1 Contains computer records showing the configuration of the ground in a higbreggct. y NONESSENTIAL
then OPR
Transferto Washington State
Archives for permanent
retention.
89-04-44079 | Photo Sepia Maps of State Highways Retainfor 1 year after being | NONARCHIVAL
Rev. 0 Provides aerial views along state highways for reference or making prints. revised NONEIS:fAENT'AL
then
Destroy.
80-09-25815 | Photogrammetric Map Manuscript and Scribe Sheets Retainfor 75 years after NONARCHIVAL
Rev. 1 A map that depicts the terrain configuration of a highway project, used for design completion of project NONEIS:;ENT'AL
purposes. then
Destroy.
80-09-25814 | Photogrammetric Project Records Retainfor 75 year after NONARCHIVAL
Rev.1 | Contains documentation pertaining to apects of a photogrammetric project. completion of project NONEIS:;ENT'AL
then
Destroy.
83-08-32856 | Photogrammetry Maps andPhotos Retainfor 75 years or until NONARCHIVAL
Rev. 0 Contains aerial photos, U.S. Coast Guard and Geodetic survey maps, topographical| N0 longer needed NONEIS:;ENT'AL
triangulation maps. Used by surveying new and existing highways. then
Destroy.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEES;'I\IT-II—I(?I\II\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN)
77-04-18957 | Photogrammetry Maps and Photos (PLA 1) Retainuntil superseded ARCHIVAL
Rev.0 | Aerial photos, U.S. Coast & Geodetic Surveys maps, topographical maps, triangulati then (Pﬁgsnéggéﬁﬁ'lﬂ
records used for surveying new and existing highways. Transferto Washington State OFM
Archives for permanent
retention.
88-03-41828 | Photographic Prints Retainfor 3 years after ARCHIVAL
i iti i - iuncti - i completion of individual (Permanent Retention)
Rev. 0 Contains a positive copy form aerial photographs taken in conjunction with a project, projcl,oct NONESSENTIAL
OFM
then
Transferto Washington State
Archives for permanent
retention.
88-03-41821 | Quadrangle Maps Retainfor 75 years after end ARCHIVAL
. . _— of fiscal vear (Permanent Retention)
Rev. 1 Provides topographic description of area as a reference. y NONESSENTIAL
then OEM
Transferto Washington State
Archives for permanent
retention.

17. GEOGRAPHIC
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEE@II\IT-II—I(SI\II\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN)
88-03-41834 | Statewide Photographic Record Retainfor 75 years after ARCHIVAL
. . . . updated (Permanent Retention)
Rev. 1 Provides a photographic record of the entire state highwgstem. ph NONESSENTIAL
then OFM
Transferto Washington State
Archives for permanent
retention.
77-04-18950 | Still Photographic Negatives (PLA 1) Retainfor 75 yearsafter end ARCHIVAL
. . . . of calendar vear (Permanent Retention)
Rev.1l Provides a photographic record of the entire state highway system. ) Y NONESSENTIAL
then OFM
Transferto Washington State
Archives for permanent
retention.
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18. GISANDROADWAY DATA OFFICE

This section covers records relating to @8Roadway Data Office (Office Number Q64)

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEIE(EI;'I\IT-II—I(;)NNAACII\IT?ON DESIGNATION
NUMBER (DAN
81-07-28586 | City AnnexatiorDocuments Retainfor 75 yearsafter end ARCHIVAL
Rev.1 | Maps and associated documents that document city boundaries and past annexatior] Of fiscal year (Pﬁgﬁnéggéﬁr;‘m
history. These documents are used to determine what area was annexed to a city wh then OFM
was annexed and by what ordinance. The certification files are sent to W@R@®rly | Transferto Washington State
from Office of Financial Management and they are kept on files so that the legal Archives for permanent
descriptions can be checked when requests come into the office as to the limits of cit retention.
if a question arises about the Rights of Way on highways of streets.
100562203 | County Road Index Files Retainfor 12 yeasafter end ARCHIVAL
Rev.0 | Maps and tabular information submitted annually by the County Road Administration| ©f biennium (Pﬁgané”stggﬁ?'lﬂ
Board(CRAB) to the WSDOT Cartography and GIS Section per WBEQB&6for the then OEM
purpose of updating WSDOT maps. Transferto Washington State
Archives for permanent
retention.
14-06-68507 | Federal Functional Classification Maps Retainfor 20years after end ARCHIVAL
Rev.0 | Maps showing Federal Functional Classification (FFC) of public roads in Washington ©f biennium (Permanent Retention)
. . . NONESSENTIAL
Code of Federal Regulations (C&E&J0.105 assigns the State Transportation agency then OFM
(WSDOT) the primary responsibility for developing and updating a statéwidgonal Transferto Washington State
classification system, the results of which are to be mapped and submitted to the Fe( Archives for permanent
Highway Administration (FHWA). May include, but not limited to, map production retention.
documentation and related records
18. GIS AND ROADWA
s
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I/DAIS_I;SSQ]I_'(_JYN DESCRIPTION OF RECORDS DIEIE(EEI\IT-II—I(?NNAACII\IT?ON DESIGNATION
NUMBER (DAN
79-11-23801 | Freight and Goods Maps Retainfor 6 years after end ARCHIVAL
Rev. 1 Maps showing Freight and Goods Transportation System (FGTS). These maps are f ©f biennium wﬁg;”ég;&ﬁ]ﬁﬁ
biennial report made by the Freight Mobility Strategic Investment Board (FNMStiB) then OFM
state legislature and prepared by WSDOT as required by RCW 47.06A.020. May inc| Transferto Washington State
but not limited to, map production documentation and related records. Archives for permanent
retention.
10-05-62202 | General Highway Maps Retainfor 12 yearsafter end ARCHIVAL
Rev.0 | Statewide and county maps. May include paper maps printed from CAD (Computer 4 Of fiscal year (Psg;”énstggmim
Drafting) files and other map production documentation and related records. then OEM
Transferto Washington State
Archives for permanent
retention.
89-04-44078 | Official State Highwayap Retainfor 6 yearsafter end ARCHIVAL
Rev.1 | Map issued to general public. May include, but not limited to, original artwork and oth Of fiscal year (Pﬁg’i‘}”énstggmi&‘i
map production documentation and related records. then OEM
Transferto Washington State
Archives for permanent
retention.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEIE(EEI\IT-II—I(?NNAACII\IT?ON DESIGNATION
NUMBER (DAN
81-04-27573 | Urban Area Maps Retainfor 20 years after ARCHIVAL
Rev. 1 Map seriesshowing highway urban boundaries as approved by the Federal highway | aPproved signature (Pﬁg“;”égggﬁflf'lﬂ
Administration. Maps reviewed after each decennial US Census. Some maps updatg then OFM
between decennial reviews. May include, but not limited to, map predication Transferto Washington State
documentation and related recosd Archives for permanent
retention.
18. GIS AND ROADWA
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19. HIGHWAY AND LOCAL PROGRAMS

This section covers records relating to Highway and Local Programs (@ifider 040)

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlzggill\lT-ll—l(gjl\ll\l:CIZ\lT?ON DESIGNATION
NUMBER (DAN)
80-09-25575 | Certificate Acceptance (Program Files) Retainfor 6 years after NONARCHIVAL
Rev.1 | A program through which the Federal Highwegministration (FHWA) relinquishes closure of agreement NONESF“:’AENHAL
project development responsibility to the State. In turn the State-dalegates this then
responsibility to qualified agencies. Contains original executed agreements (certifica Destroy.
materials lab approvals, process revieegaluations of performance, correspondence.
80-09-25571 | Federal Aid and Stateroject Files Retainfor 10 years after NONARCHIVAL
Rev.5 | Provides documentation pertaining to federal aid and state funded construction projg Completion of administrative NONEIS:;ENT'AL
May include, but not limited to, information pertaining to award letters, bridges, review
environmental, back up documentation, correspondence with WSDOT ragior local | then
agency, and project deviations. Destroy:.
19. HIGHWAY AND
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20. HUMAN RESOURCES

This section covers records relating to Human Resources (Office Number 140)

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEE@II\IT-II—I(;)N%?I'\(I)?\I DESIGNATION
NUMBER (DAN)
80-09-25522 | Disciplinary Action Retainfor 7 years after NONARCHIVAL
Rev. 2 Contains correspondence pertaining to disciplinary actions against employees. action is resolved NONEIS:‘:’AENT'AL
then
Destroy.
00-08-59855 | Drug and Alcohol Program Administrative Files Retainfor 6 yearsafter end NONARCHIVAL
Rev. 0 Provides a record establishing the Drug and Alcohol Program since Ja@@aryThese | Of fiscal year NONEIS;:’AENT'AL
files document compliance of WSDOT with state and federal regulations affecting W| then
employees licensed as Commercial Drivers (DSL). Reference USDOT 49CFR part 3 Destroy.
00-08-59857 | Drug and Alcohol RecordsNegative Test Results Retainfor 2 years after test | NONARCHIVAL
Rev. 1 Provides a record of the drug and alcohol testing of employees, inclbdingot limited | iS compleed NONEIS:;ENTIAL
to: test results, employee consent forms, previous employer inquiries and documenty then
related to the administration of the agency policy. Destroy.
00-08-59856 | Drug and Alcohol RecordsPositive Test Results Retainfor 5 years after test | NONARCHIVAL
Rev.1 | Documents positive test results in drug and alcohol testing. Includes follow up testing IS completed NONEIS:;ENT'AL
reports and returrto work agreements. Reference WSDOT 49CFR part 382.401. then
Destroy:.
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DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DIEEggI\IT-II—I(;)NI\é:?I'\(I)?\I DESIGNATION
NUMBER (DAN]

10-10-62335 | Employee Examination Files Retainfor 3 years after date | NONARCHIVAL

Rev.0 Employment examination documents for advancement of current employees. May | of document NONEIS:fAENTlAL
include, but not limited to, test, answer sheets, notes written by employee during tes{ then
Destroy.
14-06-68508 | Maritime Injury Claims; Medical Only Retainfor 40 years after NONARCHIVAL
Rev. 0 Claims made by Ferries Division vessel employees injured on the job. May include, i closure of claim NONEIS:;ENTIAL
limited to, accident reports, medical information, legakrespondenceand settlement then
information. This schedule is for medical only claims that have no assotiagetbss or Destroy.
maintenance.
14-06-68509 | Maritime Injury Claims; Time Loss and Maintenance Retainfor 75years after NONARCHIVAL
Rev. 0 Claims made by Ferries Division vessel employees injured on the job. May include, I closure of claim NONEIS:;ENHAL
limited to, accident reports, medical information, legakrespondenceand settlement then
information. This schedulis for claims that have associated time loss and maintenang Destroy.
82-09-30311 | Request for Certification of Employment Retainfor 3 yearsafter NONARCHIVAL
Rev. 2 Provides authorization to obtain Employment Register containing names of qualified| €xpiration of register NONEIS:;ENT'AL
applicants seeking employment. then
Destroy:.
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21. MAINTENANCE OFFICE

This section covers records relating to Maintenance Office (Office Nub@&gr

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEE@II\IT-II—I(?I\II\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN)]
81-07-28610 | Airspace Leases Retainfor 3 years after NONARCHIVAL
Rev. 0 Providesa record of possible airspace for lease. termination of contract NONEIS:‘:’AENT'AL
then
Destroy.
81-07-28471 | County Subdivision Plat Files Retainfor 75 years NONARCHIVAL
Rev. 0 Provides a record of subdivisions which are adjacent to highways, used to recomme| then NONEIS;:’AENT'AL
number of accesses, drainage, safety aspects. Destroy.
90-03-45973 | Hazardous Waste Manifests Retainfor 75 yearsafter end | NONARCHIVAL
Rev.0 | Provides a record of all hazardous waste shipped. of calendaiyear NONEIS:;ENT'AL
then
Destroy:.
88-01-41500 | Information Control System Accomplishment Reports Retainfor 1 yearafter end of | NONARCHIVAL
Rev. 0 Provides a record of all work performed by maintenance crews. fiscal year NONEIS:;ENT'AL
then
Destroy.
21. MAINTENANCE
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIES;II\IT-II—I(SDI\II\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN]
82-09-30365 | Landscape and Erosion Projects Retainfor 5 yearsafter end NONARCHIVAL
Rev. 0 Provides a reference for future design of these projects. of calendar year NONEIS:fAENT'AL
then
Destroy.
900145318 |a2dzy i {G® | St SyQa 9NHzaJNiAz2zYy wSalLkRyaSa Retainfor 25 yearsafter end ARCHIVAL
Rev.1 | Provides a historical record of the emergency response and the handling of the effeq ©f fiscal year (Pﬁg‘ﬁnéggéﬁrﬁﬂ
the eruption of Mt St. Helens. then OFM
Transferto WashingtonState
Archives for permanent
retention.
79-11-23687 | Sign Installation Retainfor 2 yearsafter end NONARCHIVAL
Rev.1 | To identify locationsgata of installation and type of sign installed. of fiscal year NONEIS:;ENT'AL
then
Destroy:.
87-10-41026 | Test Reports Retainfor 2 year after NONARCHIVAL
Rev.0 | Providesecord of various subgrade and surfacing materials including maximum deng termination of the contract NONEIS:;ENHAL
and proctor curves. then
Destroy.
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22. MATERIABLABORATORY

This section covers records relatingMaterial LaboratoryOffice NumbeR40).

I,DL\ILSJ'IF')SS:R-’FII'I'OYN DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
06-01-61081 | Bridge and Cantilever Sign Structures Acceptance Documentation Retainfor 75 years after ARCHIVAL
Rev.0 | Provides a record of the following documents: Material certifications, quality control | Certification of project filmed| (Permanent Retention)
reports i.e.,Nondestructive Testing (Magnetic particle testiiy and Utrasonic testUT | andverified NONEIS;:’AENTIAL
as applicablg then
Transferto Washington State
Archives for permanent
retention.
06-09-61273 | Compliance Review Reporasd Original Record of Materials Notice of Availability Retainfor 10 years after NONARCHIVAL
Rev. 0 Supporting documents and data compiled during the Compliance Review process by certification date NONEIS:fAENTlAL
State Materials Laboratory Documentation Section used to reporting finding. The Ori then
Record of Materials Notice of Availability produced by the documentation secti@pts | pestroy,
in support of the compliance.
82-02-29659 | Materials Test Reports Retainfor 25 years after NONARCHIVAL
Rev.4 | Original materials test reports generated by the Chemical, ElectBitaminous,and certification of contract NONEIS:;ENHAL
Structural Material Sections. then
Destroy.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
12-12-68372 | Pavement Surface Friction Information Retainfor 4 yearsafter end NONARCHIVAL
Rev.1 Records relating tpavementsurface friction values for state highways. of calendar year NONEIS:fAENT'AL
Includes, but is not limited to: then
1 Skid éita; Destroy.
1 Friction data.
82-02-29660 | Pit and Quarry Reports and Files Retainfor 75 years after datg NONARCHIVAL
Rev. 4 Provides a record of legal description of and types of construction material available | of document NONEIS;:’AENT'AL
statewide to contractors and state work forces. then
Destroy.
06-01-61079 | Prestress Concrete Girders Acceptance Documentation Retainfor 75 years after ARCHIVAL
i i i certification of project filmed| (Permanent Retention)
Rev.1 Records relat!ng to r.na.terlal and stress testsafcrete girders. rdveniod proj NONESSENTIAL
Includes, but is not limited to: OFM
1 Certificate of compliance; then _
1 Material certifications: Tran_sferto Washington State
§ Tempeature curing records; Archives for permanent
1 Stressing records; retention.
1 Quality control recordg concrete strength reports, casting records, camber
reports,and quality control inspection report if required.
22. MATERIALS
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEE@II\IT-II—I(?I\II\I:CII\IT?ON DESIGNATION
NUMBER (DAN)
82-02-29664 | Project Geotechnical Files Retainfor 75 years after last ARCHIVAL
Rev.3 | The materials laboratory geotechnical division files contain the geotechnical info and activity date (Pﬁgﬁnéggéﬁﬁ'lﬂ
recommendations used for the design and construction of Highway, Ferry, Local Age then OFM
and Developer projects constructed in and adjader®tate property. The files may Transferto Washington State
contain, but not limited to, the following materials: geotechnical reports, boring logs, | Archives for permanent
laboratory test results, calculations, photographs, soil profiles, contour and geologic | retention.
maps, cross sections, profiles, constructienords, pile records, staff records, info relat
to change of condition of claims and plan errors and miscellaneous projeaniation.
06-09-61274 | Project Pavement/Pavement Managemeiiiles Retainfor 75 years after NONARCHIVAL
Rev.0 | The Materials Laboratory Pavements Division files contain the pavement design, certification of contract NONEIS:“:’AENHAL
pavement management info and recommendations used for the design, construction then
management of Highway, Ferry, Local Agency, and developer projects constructed i Destroy.
adjacentto state property. The files may contain but not limited to the following
materials, pavement design reports, pavement design report addendums, coring ang
boring logs, lab test results, calculations, photos, construction records, miscellaneou
projectcommunications,and pavement forensic infaation.
06-09-61272 | Qualified PraluctsList Documents Refain for 20 years after NONARCHIVAL
Rev. 0 Documents that are reviewed and maintained by the State Materials Laboratory product report date NONESSENTIAL
. . . . . OFM
Documentation Section that are used for evaluation and approval of items included ¢ then
Qualified Products List. Destroy.
22. MATERIALS
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
07-04-61474 | Radiographic Film Retainfor 75 years after ARCHIVAL
i ic fi i completion of inspection (Permanent Retention)
Rev. 0 Radiographic film of structural steel welds and material. ) p p NONESSENTIAL
then OFM
Transferto Washington State
Archives for permanent
retention.
88-10-43074 | Request for Approval of Material (RAM) Catalog Cuts, Manufacturer Certificate of Retainfor 3 years after NONARCHIVAL
Rev. 2 Compliance certification of contract NONESSENTIAL
Documents that are reviewed by the State Material Laboratory Document Section thj then OFM
in direct support of fulfilling to contracequirements of the Project Engineer Offices. | pestroy,
Actions by the documentation section include 'approval’ or 'rejection’ of material
submitted by the project Engineer Offices.
06-01-61080 | Steel Bridges Acceptance Documentation Retainfor 75 years after ARCHIVAL
Rev.0 | Provides a record of the following documents: Material certifications, quality control | certification of project filmed (Pﬁg‘:}”éggéﬁ?&‘i
reportsi.e., Nondestructive testing (magnetic particle testing 0 MT, Ultrasonic;tedt, | andverified OFM
radiographic testing RT as applicable) and edge hardness test reports. then
Transferto Washington State
Archives for permanent
retention.
22. MATERIALS
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23. OFFICE OF EQUAL OPPORTUNITY

Thissection covers records relating to Office of Equal Opportunity (Office Number 004)

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEB@II\IT-II—I(?I\II\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN)
95-10-56142 | Americans withDisabilities Act (ADA) Transition Plan Retainfor 4 years after NONARCHIVAL
Rev.1 [t NPGARSE || NBO2NR 2F (KS RSLI NI YSydQa | superseded NONESFL;’AENT'AL
0 KS RSLI NEvel&ioin, @ansitianfidn, Bnd supporting documentation and then
ADA/section 504. Destroy.
91-10-49257 | Condition of Award Files Retainfor 3 years after NONARCHIVAL
Rev. 1 Provides a record of the bid item breakouts of the successful DBE subs or prime termination of contract NONEIS:;ENT'AL
contractors being utilized. May also include change order. then
Destroy:.
08-02-61718 | Disadvantaged Business Enterprise (DBE) Goal Methodology Retainfor 5 years afterend | NONARCHIVAL
Rev.0 | Provides a record of Federal Highway Administration, Federal Trsamsinistration,and | Of federal fiscal year NONEIS:;ENT'AL
Federal Aviation Administration goal methodologies; support data, records, study, et{ then
public involvement; public notices and public comments. Destroy.
91-1049258 |5 A &l Ry il 3SR aAy2NAideé FyR 22YSyQa Retainfor 6 years after end | NONARCHIVAL
Rev. 1 Records of federal fiscal year NONESSENTIAL
Provides a record dhteragency Agreement and billings between WSDOT and Office| then OFM
aAy2NRGe 22YSyQa .dzaAySad 9YUGSNLINRES (pestroy
under contract.
23. OFFICE OF EQUA
R —
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEQ;'I\IT-II—S\II\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN)
91-1049259 |5 A &l ROy il 3SR aAy2NAides FyR 22YSyQa Retainfor 4 years after NONARCHIVAL
Rev. 0 Provides a record of the history of ti@WBE program. elimination of program NONEIS:fAENT'AL
then
Destroy.
81-02-26920 | Disadvantages Business Enterprise (DBE) Support Services Program Documents | Retainfor 6 years after end | NONARCHIVAL
Rev.2 | Provides a record of contractors assisted by DBE Support Services Centers. These ( Of federal fiscal year NONEIS:;ENTIAL
assist minority contractors on how to prepare bids to obtain state work as a prime or| then
subcortractor. Destroy.
95-10-56138 | Diversity Awareness Program Files Retainfor 4 yearsafter end NONARCHIVAL
Rev.1 | Provides a record of curriculum and compliance progress. OEO Internal OEO Civil R Of calendar year NONEIS:;ENT'AL
. N} yOK NBalLRyaroAtAde F2N YFAYyGFrAyAy3| then
OdzNNA Odzt dzy yR GNI O1Ay3a GKS | 3Syodeqa Destroy.
required Diversity Modules. Due to legislative action last session there is now an adg
statewide compliance requirement that must be tracked for Sexual Harassment train
all supervisors and managers on a three year cycle.
08-02-61717 | External Civil Rights Branch Contractor Compliance Reviews Retainfor 6 years after NONARCHIVAL
Rev. 0 Provides a record of onsite reviews and investigations, including Disadvantage Busif completion of work NONEIS:;ENT'AL
Enterprise, Commercially Useful Functions, Equal Employment Opportunity investiga then
compliance reviews, onsiteviews,and their result. Documentation includes, budt Destroy.
limited to; Local Agency, CUF, EEO Compliance Reviews, and on site visits. Rescing
cover sheets, new hire list, and the information the contractor submits each month o
contracts they have with federal funds. Monthly utilization repocesitified payrolls.
Review letter notification, the reviewrite-up, and the determination.
23. OFFICE OF EQUA
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEE@II\IT-II—I(?I\II\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN)
95-10-56140 | Federal Reports Retainfor 4 yearsafter end NONARCHIVAL
Rev. 1 Provides a record of reports required to be submitted and supporting documents. of calendar year NONEIS:fAENT'AL
Documentation includes, but not limited to; Federal Highway Administration (FHWA)| then
Federal Aviatiodministration (FAA) Reports, Federal Transit Administration (FTA) Destroy.
Triennial Review, Washington State Ferries (WSF), Public Transportation Office, FH
Reviews, FTA Compliance documents, Annual Title VI Accomplishment and Update
Report. EEO Reports sentfemleral highways would be the yearly training report and tf
PR1392.
08-02-61716 | Internal Civil Rights Branch (ICRB) Consultation File Retainfor 3 yearsafter end NONARCHIVAL
Rev. 0 Provides a record of mediations of consultation with employees and managers. of calendar year NONEIS;:’AENT'AL
then
Destroy.
08-02-61719 | Title VI Compliance Reviews Retainfor 6 yearsafter end NONARCHIVAL
Rev.1 Records relating to the results of reviews for local agéritg VI plans ath of calendaryear NONEIS:;ENTIAL
Nondiscrimination Agreements. then
Includes, but is not limited to: Destroy.
1 Local agency;
9 Planning organization;
i Transit Organizations;
1 Universiy and Consultant files;
1 Compliance surveys and reviews.
23. OFFICE OF EQUA
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
08-02-61720 | Title VI Program Implementation Retainfor 6 years after end | NONARCHIVAL
Rev.0 | Provides a record of project specific information regarding outreach, Environmental | Of federal fiscal year NONEIS:fAENT'AL
Justice Reviews, Project Revietsyironmental Justice Reviews, other Title VI reviewg then

Public involvement and Limited English Proficiency reviews, Title VI complaints. Destroy.
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24. POLICY AND PLANNING

This section covers records relating to Policy and Planning (Office Number 052)

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DIEES;'I\IT-II—I(?I\II\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN)]
80-10-26162 | Backup Material for Certification of Routed Through Cities and Towns Retainfor 25 yearsafter end | NONARCHIVAL

NONESSENTIAL

Rev. 1 Provides a record of routgescriptions and of any changes which were made in the st Of fiscal year oM
highways. Used to prepare annual certification of routes. then
Destroy.
83-12-33263 | Backup Material to Planning Reports (500 Series) Retainfor 20 yearsafter end ARCHIVAL
Rev.0 | Contains backup material for a series of reports which covers the sources of revenug Of calendar year (Pﬁg‘ﬁnéggéﬁﬂ‘ﬂ
the expenditures for all of the state and local government roatteets and allied then OFM
functions. Transferto Washington State
Archives for permanent
retention.
80-09-25914 | Energy Files Retainfor 5 yearsafter end NONARCHIVAL
Rev. 0 Provides a record of all types of transportation energy saving program and departmg Of calendar year NONEIS:;ENT'AL
position papers relating to energy projects. then
Destroy:.
80-10-26163 | Federal AidSystems Retainfor 25 yearsaafter end | NONARCHIVAL
Rev.1 | Provides a record of changes in the Federal Aid Systems. Aids in establishing eligibi Of calendar year NONEIS:;ENT'AL
Federal highway funds for state and various local agencies. then
Destroy:.
Pagerlof 127
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFS{IES;II\IT-II—I(SI\II\I:CII\IT?ON DESIGNATION
NUMBER (DAN)
80-10-26168 | Future Metropolitan Planning Areas File Retainfor 5 yearsafter end ARCHIVAL
Rev.0 | Urban areas of over 50,000 population are required to establish a Metropolitan Planf Of fiscal year (Pﬁgﬁnéggéﬁﬁ'lﬂ
Organization. File contaim®cumentation pertaining to liaison with the future urbanize( then OFM
area. Transferto Washington State
Archives for permanent
retention.
96-08-56961 | High Speed Ground Transportation Feasibility Study Retainfor 6 yearsafter end ARCHIVAL
Rev.0 | Study on passenger trains thaperate for long distances between cities and achieved | of calendar year (Pﬁgﬁnéggéﬁ'}".ﬂ
speeds in excess of 150. then OEM
Transferto Washington State
Archives for permanent
retention.
96-08-56962 | Highway System Plan Retainfor 6 yearsafter end ARCHIVAL
Rev.0 | 20 year plan for highway improvement in Washington State. Information includes mg ©f calendar year (PNeg&”égsRéﬁ”T“lﬂ
agendasmemos,and overhead. then OEM
Transferto Washington State
Archives for permanent
retention.
80-10-26214 | Metropolitan PlanningOrganization (MPO) Agreements Retainfor 10 years after NONARCHIVAL
Rev.2 [t NE@ARSa | NBO2NR 2F +aANBSYSyia o$ig s | termination of contract NONESF;ENT'AL
agreements are to provide cooperative transportation planning activities, i.e., streetg then
highway lighting construction, transit systems. Destroy.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEE@II\IT-II—I(SI\II\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN)
80-10-26215 | Metropolitan Planning Organization (MPO) Prospectasd Unified Work Programs Retainfor 10 yearsafter end ARCHIVAL
Rev.2 | Contains the transportation planning documents revealing needs of MPO area and | Of fiscal year (Pﬁgﬁnéggéﬁﬁ'lﬂ
provides a yearly outline of planning work program to be completed within a respectii then OFM
area. Transferto Washington State
Archives for permanent
retention.
80-10-26218 | Metropolitan Planning Organization (MPO) Transit aiitlderly/Handicapped Reports | Retainfor 10 yearsafter end | NONARCHIVAL
Rev.2 |t NPEGARSE R20dzySyidldAazy F2NJ GNI yaad y§|ofcalendaryear NONESF;ENT'AL
sent to Ecology. then
Destroy.
80-10-26216 | Metropolitan Planning Organization (MPO) Transportation Plans Retainfor 10 years after ARCHIVAL
Rev.2 | Provides a record of the MPO Transportation Plans which list long range transportat] Peing updated (PNeg&”égsRéﬁ”T“&'i
projects, i.e. freewaysirports, and bridges. then OEM
Transferto Washington State
Archives for permanent
retention.
80-10-26220 | Metropolitan Planning Organization Financial Reports Retainfor 10 yearsafter end ARCHIVAL
Rev.2 | Provides documentatiohdS NIi F Ay Ay 3 (2 GKS SELISYRA G dz offiscal year (Permanent Retention)
. . . NONESSENTIAL
transportation planning activities. then OFEM
Transferto Washington State
Archives for permanent
retention.
24. POLICY AND



SNS

Office of the Secretary of State
Washington State Archives

Department of Transportation Records Retention Sched

Version 1.8June2020

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEE@II\IT-II—I(;DI\II\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN)
80-09-25911 | Motor Vehicle Reports Retainfor 7 yearsafter end NONARCHIVAL
Rev. 0 Provides a record of reports pertaining to vehicle registration, reléeéed,and trends in | Of calendar year NONEIS:fAENT'AL
the motor vehicle industry. Used for forecasting vehicle registration and fees or budg then
purposes and answering government and public inquires. Destroy.
96-08-56963 | Multimodal Plan Surveys Retainfor 6 yearsafter end ARCHIVAL
Rev.0 | Surveys received from the public asking their opinionsanpus modes of transportatior| ©f calendar year (Pﬁg‘ﬁnéggéﬁrﬁﬂ
in Washington State. then OEM
Transferto Washington State
Archives for permanent
retention.
82-07-29921 | OMB-A95 Review of Departmental and Metropolitan Planning Organization Projects | Retainfor 10 yearsafter end | NONARCHIVAL
Rev. 1 A federal requirement which provides documentation of Statewide and-Mide of calendar year NONEIS:;ENT'AL
Clearinghouse (Cignd County). Review of Departmeahd Metropolitan Planning then
Organization Projects. Destroy:.
96-08-56964 | Overheads Retainfor 6 yearsafter end NONARCHIVAL
Rev. 0 Various overheads pertaining to the High Speed Ground Transportation Feasibility § ©f calendar year NON%SPSRENT'AL
and the Highway SysteRlan. then
Destroy.
80-09-25910 | Planning Reports 500 Series Retainfor 75 yearsafter end | NONARCHIVAL
Rev. 1 Contains a series of 16 reports which cover the sources of revenue and the expendit Of calendar year NONEIS:;ENT'AL
for all of the state and locgovernment roads, streets and allied functions. then
Destroy.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEE@I\IT-II—I(;DI\II\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN)
80-10-26223 | PlanningStudies Retainfor 20 years after ARCHIVAL
Rev.2 | Records relating to input and output data for special transportation planning projects| completion of study Pﬁg‘;”égggﬁ];‘&‘i
well as longterm needs for specific routes, future development projects, and develop( then OFM
mitigation. Transferto Washington State
Includes, but is not limited to: Archives for permanent
1 Legislative studies; retention.
9 Transportation planning studies;
1 Special studies;
1 Statewide travel times.
96-08-56965 | Public Involvement Plan Documentation Retainfor 6 yearsafter end ARCHIVAL
Rev.0 | Information from public forums asking the public for thieieas on how to develop the | ©f calendar year (Pﬁg‘:}”éggéﬁ’%“l‘ﬂ
Intermodal Surface Transportation Efficiency Act (ISTEA) mandated for transportatiq then OPR
Washington. Transferto Washington State
Archives for permanent
retention.
80-10-26161 | State Route Numbering Retainfor 75 years NONARCHIVAL
Rev. 0 Provides a historical record of numbers assigned to state highways by the American| then NONEIS:;ENT'AL
Association of State Highways and Transportation Officials (AASHTO). Destroy:.
80-10-26222 | Transportation Planning Activity Backup Material Retainfor 10 yearsafter end | NONARCHIVAL
Rev.1 | Provides a record aftudies, traffic counts, tabulations and other reviews to assist of calendar year NONEIS:;ENT'AL
Metropolitan Planning Organizations (MPO) in the development of transportation then
planning. Destroy.
24. POLICY AND
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEE@II\IT-II—I(;DI\II\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN)
90-07-46435 | Transportation Policy Plan for Washington State Retainfor 10 yearsafter end ARCHIVAL
Rev.1 | A plan which includes policy recommendations made to the legislature concerning | ©f fiscal year (Pﬁgﬁnéggéﬁﬁ'lﬂ
transportation systems within the state. then OFM
Transferto Washington State
Archives for permanent
retention.
80-10-26164 | Washington State Transportation Plan Retainfor 25 yearsafter end ARCHIVAL
Rev.2 | Provides a record of the development of and future changesimptovement which will | of fiscal year (Psg”:}”éggéﬁr;‘m
be required in the transportation system in the state and funds required. then OEM
Transferto Washington State
Archives fopermanent
retention.
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25. POLICY DEVELOPMENIDREGIONAL COORDINATOR

This section covers records relating to Policy Development & Regional Coordinator (Office Number 071)

REGIONAL
COORDINATOR

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITIONCTION
77-02-18491 | 1/2 Cent Gas Tax Program (Cities/Counties) Retainfor 3 yearsafter end NONARCHIVAL
Rev.0 | Correspondence, forms, vicinity maps, individual project prospectuses pertaining to | of fiscal year NONEFS:‘:’AENT'AL
counties or cities ondalf cent gas tax proposals. then
Destroy.
89-01-43588 | Federal Aid Program Retainfor 1 yearafter end of | NONARCHIVAL
Rev. 0 Provides a record afpproved Federal Aid projects. fiscal year NONESF*:’AENT'AL
then
Destroy.
88-10-43083 | Federal AidProgrammingFile Retainfor 1 year after NONARCHIVAL
Rev.0 | Provides a recorgertaining to Federal Aid funding for th@0 project (i.e. funding termination of corract NONEIS:fAENTlAL
request, Interstate Cost Estimate (I.C.E.), etc.) then
Destroy.
81-03-27235 | Highway Construction Program By Legislative DistrictY{@ar Proposal) Retainfor 18 yearsafter end ARCHIVAL
Rev.1 | Documentation generally provided to the legislators consisting of ayayproposal of | Of fiscal year (PNeg”:}”éggéﬁ”T“&‘i
project locations and costs for highway construction projects listed by legislative dist| then OEM
Transferto Washington State
Archives for perranent
retention.
25. POLICY
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISEE@II\IT-II—I(;)N%?I'\(I)?\I DESIGNATION
NUMBER (DAN)
81-03-27242 | Highway Construction Program Instructions and Allocations Retainfor 20 years after NONARCHIVAL
Rev.1 |t NPPARSa LINBOAAS AyaidNdOiizya 2y RS @S beingrevised NONgstAENT'AL
Program Budgets. then
Destroy.
81-03-27236 | Highway Construction Programg Operating Budget (2 Year Book) Retainfor 18 yearsafter end ARCHIVAL
Rev.1 | Documentation provided to the public regarding location and costs of all highway | ©f fiscal year (Pﬁg‘ﬁnéggéﬁ’%ﬂ
construction projectd y Of dZRSR Ay GKS RSLI NIYSydaQ| then OPR
Transferto Washington State
Archives for permanent
retention.
83-06-32218 | Outside Agency Reports Retainfor 3 years after NONARCHIVAL
Rev.0 | Reports prepared by outside agenc@shighway related matters. Reviewed and completion of project NONEIS:;ENT'AL
commented upon and returned to originator of report. then
Destroy:.
89-01-43590 | Project Prospectuses Retainfor 1 year after award] NONARCHIVAL
Rev. 0 Documents which furnish official definition of a project. Consists of: Reason for proje| Of contract NONEIS:;ENT'AL
limits, current conditions, and proposed work. then
Destroy.
25. POLICY
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEE@II\IT-II—I(;)N%?II\(I)?\I DESIGNATION
NUMBER (DAN)
80-10-26363 | Project Summary Files Retainfor 10 years after NONARCHIVAL
Rev. 2 Documentation that provides a summary of a projects official definition, limits, curren completion of project NONEIS:fAENT'AL
conditions,proposed work, and cost estimates, including bapkdata and notes in a then
prospectuses format. Destroy,
89-01-43592 | State Aid File Retainfor 2 years after NONARCHIVAL
Rev. 0 Provides a record of projects by Work Order number pertaining to funding requests f| completion of project NONEIS:fAENT'AL
city or county participation in State Highway projects. then
Destroy:.
77-04-18958 | Traffic Projections and Correspondence (PLA 8) Retainuntil superseded ARCHIVAL
. . . . . . (Permanent Retention)
Rev. 0 Traffic projections and repeated studies for planning futures needtgbivays. then | NONESSENTIAL
Transferto Washington State OPR
Archives for permanent
retention.
80-10-26165 | Transportation Improvement Prograrand Annual Element Retainfor 1 yearafter end of | NONARCHIVAL
Rev.1 | Identifiestransportation improvements to be implemented iine first year othe fiscal year NONEIS:;ENT'AL
program and to provide a three and five year prospective of other improvement movi then
towards implementation. Destroy.
80-10-26217 | Transportation Improvement Prograrand Annual Element Retainfor 10 yearsafter end | NONARCHIVAL
Rev. 1 Contains records which identify transportation improvement projects for a 3ytea of fiscal year NONEIS:;ENT'AL
time period and identifies specific projects to be implemented in the first year of the | then
program. Destroy.
25. POLICY
DEVELOPMENT AND, Page79 of 127
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26. PUBLIC TRANSPORTATION

This section covers records relating to Public Transporté@ffice Number 053

I,DAILSJ'IF')gg:R-’rIITOYN DESCRIPTION OF RECORDS DIEEE@II\IT-II—S\'I\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN)
97-10-58162 | Commute Trip Reduction Plans and Programs Retainfor 12 years after NONARCHIVAL
Rev.0 | Contracts which describe the tasks neededievelop and implement CTR plans and | termination of contract NON%?DiENT'AL
programs that will provide services to employers in order to meet the objectives of th  then
CTR law. Destroy.
81-01-26678 | Comprehensive Transit Plans Retainfor 4 years after ARCHIVAL
Rev.2 | Provides a record of annual reports of six year programs prepared by public transit termination of contract (Pﬁgs}”éggéﬁr;mi
systems as required by 35.58.2795 RCW. then OPR
Transferto Washington State
Archives for permanent
retention.
07-04-61473 | Consolidated Grant Program Files Retainfor 10 years after end| NONARCHIVAL
Rev. 0 Provides a record of grant agreements and supporting documentation to inElederal of biennium NON%SPSRENHAL
and State funding sources, correspondence, program management activities, certifig then
and assurances, and other related documentation according to Federal Transit Destroy.
Administration (FTA) guidelines.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
81-01-26692 | Federal Transit Administration (FTA) Financial Assistance Retainfor 6 years after ARCHIVAL
Rev.1 | Maintains a record of all program support and thirairty agreements made to carry out| termination of contract (Pﬁgsnéggéﬁﬁ'lﬂ
Section 8, Section 16(b)(2) & Section 18 grants. then OPR
Transferto Washington State
Archives fopermanent
retention.
88-03-41859 | High Occupancy Vehicle Lanes, Raamgl Ramp Metering Retainfor 4 yearsafter end NONARCHIVAL
Rev. 1 Provides a record of activities pertaining to exclusive use of carpool and transit bene| Of calendar year NON%SPSRENT'AL
projects. then
Destroy.
88-03-41861 | Park and Ride Lot and Flyer Stop Programs Retainfor 4 yearsafter end ARCHIVAL
. . . of calendar vear (Permanent Retention)
Rev. 1 Provides a record relating to park and ride lots and flyer stops. ) y NONESSENTIAL
then OPR
Transferto Washington State
Archives for permanent
retention.
88-03-41866 | Private Sector Participation Projects Retainfor 2 yearsafter end NONARCHIVAL
Rev.1 |t NPGARSE | NBO2NR 27T (K SssiRifgtie Ndvelofryeiitafa | of calendar year NONESF;ENT'AL
taxi programs within the state. then
Destroy.
26. PUBLIC
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I,DAILSJ'IF')SS:;ITOYN DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
81-01-26673 | Public Transporteasibility Studies Retainfor 2 yearsafter end ARCHIVAL
Rev.0 | Contains feasibility studies for setting upon public transportation benefit areas of calendar year (Pﬁg‘snéggétﬁl’flfi&‘i
throughout the state for transit operations. then OFM
Transferto Washington State
Archives for permanent
retention.
92-09-51302 | Puget Sound Telecommuting Demonstration Program Retainfor 6 yearsafter end NONARCHIVAL
Rev. 1 These program management filed provide documentation of the development, of calendar year NONEIS:;ENT'AL
implementation,and evaluation of the Puget Sound Telecommuting Demonstration then
Program, which data was used in the development of the Telecommuting Guidebook pestroy,
93-09-52925 | Transit Bus Stop Log Retainfor 2 years after being NONARCHIVAL
Rev. 0 Provides a record of official bus stop locations on state highways located within Distf SUperseded NONEIS:;ENT'AL
then
Destroy:.
92-06-50685 | Transit Development Plans Retainfor 7 yearsafter end NONARCHIVAL
Rev. 1 Provides a record of siear financial and operational plafrem local agencies submitte( Of calendar year NONEIS:;ENT'AL
to the department as required by 35.58.2795 RCW. then
Destroy.



SNS

Office of the Secretary of State

Washington State Archives

Department of Transportation Records Retention Sched

Version 1.8June2020

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
88-03-41874 | Transportation Demand Management Retainfor 2 yeas after end ARCHIVAL
Rev. 1 Provides general and specific information related to various Transportation Demand | Of calendar year Pﬁg‘;”égggﬁ];‘&‘i
Management techniques used throughout the state and nation. then OFM
Transferto Washington State
Archives for permanent
retention.
88-03-41876 | Transportation System Management (TSM) and Ridesharing Grant Programs Retainfor 7 yearsafter end NONARCHIVAL
Rev. 0 Provides a record of Federal Highway Administration, TSM & Ridesharing grant of calendar year NONEIS:;ENT'AL
applications and documentation. then
Destroy.
88-03-41862 | Vanpooling General Retainfor 2 yearsafter end ARCHIVAL
. . _ . of calendar vear (Permanent Retention)
Rev. 0 Maintains a record of thactivities of various programs throughout the state. ) Y NONESSENTIAL
then OFM
Transferto Washington State
Archives for permanent
retention.
81-01-26675 | West Coast Corridor Study Retainfor 6 years after ARCHIVAL
Rev.1 | Provides a record of the study completed to determine the feasibility of passengers 1| termination of contract (Pﬁgﬁnéggéﬁﬁmi
rail corridor between Tijuana, Mexico and Vancouver, BC. then OFEM
Transferto Washington State
Archives for permanent
retention.
26. PUBLIC
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlgggl;ll\lTTlg\ll\l AA('Z\IT?ON -
NUMBER (DAN]
88-03-41870 | Workshops Retainfor 3 yeas after end NONARCHIVAL
Rev.0 | Provides a record of branch workshiowolvement related to ridesharing and marketing Of calendar year NONEIS:fAENT'AL
then
Destroy.
26. PUBLIC
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27. PURCHASINGNDMATERIAL MANAGEMENT

This section covers records relating to Purchasing & Material Management (Office Number 107)

MANAGEMENT

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTIOAND DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
97-05-57751 | Current Billing FHWAdjustments(RAM0723) Retainfor 7 yearsafter end NONARCHIVAL
Rev.0 | Identifies federal projects where adjustments have been made using NZ96/Ez96 (FH Of fiscal year NON'(E)SPSE{ENT'AL
Adjustments). then
Destroy.
97-05-57753 | Eligibility Override for Billing (RAM0717) Retainfor 7 yearsafter end NONARCHIVAL
Rev.0 | Identifies those federal charges where the eligibility has been changed. of fiscal year NON%SPSE{ENT'AL
then
Destroy.
83-03-31835 | Master File Update Control anBrocess Exceptions Report Retainfor 2 years after serni| NONARCHIVAL
Rev. 2 Lists weekly transaction statistics errors occurring in the master file process. Used tq annual update NONEIS:fAENT'AL
verify that errors have been corrected. then
Destroy.
27. PURCHASING AN
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28. REAL ESTATE SERVICES

This section covers records relating to Real Estate Services (Office N\eBBper

I,DL\ILSJ'IF'ES:'\-’FII'I'OYN DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
81-04-27474 | Acquisition Parcel Files Retainfor 75 years after fina ARCHIVAL
Rev.2 | Provides a record of all activities pertaining to Rights of Way appraisal, title, and acquisition, condemnation | (Permanent Retention)
acquisition and relocation assistance. File includes but not limited to: the appraisal, | @nd/or relocation payment NONEIS;:’AENTIAL
determination of value (DV), title documents, acquisition conveyance documents (. then
Deeds, Easements, and permits, Order of Possessidbise, JudgmerandDecree, Righ| Transferto Washington State
of Entry, and PossessiandUse Agreement), and information regarding remainders, | Archives for permanent
relocation documents, and correspondence. retention.
81-08-28700 | General Project Files Retainfor 75 years after NONARCHIVAL
Rev.1 | General file documents that pertain to the overall project and are not parcel specific,| completion of project based | NONESSENTIAL
LINE25OG OSNIATAOIGAZYAS LINR23OG a0z LIS onfinalacquisition, OFM
project relocation plans, etc.) condemnation and/or
relocation payments
then
Destroy:.
70-03-01084 | Key Maps Retainfor 25 years after ARCHIVAL
Rev.2 County maps used in plotting antract work done and right of way acquisition in eact Superseded (Pergg‘gl‘éﬁl‘?lt_ﬁ”A“E”)
county. then (for Disaster Recovery
Transferto Washington State OFM
Archives for permanent
retention.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEE@II\IT-II—I(?I\II\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN)
81-03-27381 | Local Public Agency Certifications Retainfor 3 years after NONARCHIVAL
Rev. 1 A review of local agency (city and county) rightvay acquisitions to determine that all | certification approval date NONEIS:fAENT'AL
steps taken were according to Federal regulations and that all documents were accuy then
and complete. FHWA Certification Bgkoval letters. Destroy.
80-MF24275 | Microfilm Copies of ProjedParcel Files Retainfor 50 years after NONARCHIVAL
Rev. 1 Provides a record of backup information for acquisition of property. completion of the project NONEIS:;ENT'AL
then
Destroy:.
81-04-27481 | Property Management Inventory Contral Disposal Retainfor 75 years after fina| NONARCHIVAL
Rev.2 | Provides documentation pertaining to the appraisal and disposition of surplus state I; disposition of property NONEIS:;ENT'AL
Correspondence pertaining to return of streetsdroads from state. Proviebs then
documenation pertaining to city and county turnbacks angiters. Destroy.
77-03-18857 | Property Management Inventory Contral Lease Files Retainfor 6 years after NONARCHIVAL
Rev.1 | Provides documentation pertaining to the leased properties owned by WSDOT as la( termination of the lease NONEIS:;ENT'AL
(i.e. airspace lease, ground lease, displacee lease). then
Destroy:.
81-04-27476 | Real Estate Maps Retainfor 75 years after ARCHIVAL
Rev.2 | Maps of all present and former State roads encoded to show acquisitionanership. | Superseded (Pergg‘gné;":trel”A“E”)
then (for Disaster Recovery
Transferto Washington State OFM
Archives for permanent
retention.
28. REAL ESTATE
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEES;'I\IT-II—I(SI\II\I:CII\IT?ON DESIGNATION
NUMBER (DAN)
81-09-28892 | Right of Way Violation File Retainfor 2 yearsafter end NONARCHIVAL
Rev.0 | Provides a record of right of way violations and action taken. of fiscal year NON%SPSRENT'AL
then
Destroy.
80-09-25554 | Right of Way Franchises Retainfor 75 years after ARCHIVAL
Rev.2 Records relating to the allowed legal use of state owrght-of-ways. franchiseterminated, (Permanent Retention)
cancelled or expired E_SSENTlAL
(for Disaster Recovery.
then OPR
Transferto Washington State
Archives for permanent
retention.
93-12-53395 | Right of Way Plans Retainfor 25 years after NONARCHIVAL
Rev.l Provides a record of the proposed changes from the districts to existing or new Righ{ deed is executed ESSENTIAL
lans then (for Disaster Recovery
way plans. OFM
Destroy:.
70-03-01077 | Right ofWay Tracings Retainuntil filmed ARCHIVAL
Rev.2 Plans showing Rigluf-Way boundaries for all State Highways, Pit, Quarry and Stockg then (Pﬁgﬁnéggéﬁﬁmi
sites and Maintenance Facilities. Transferto Washington State OFM
Archives for permanent
retention.
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29. RESEARCH OFFICE / LIBRARY

This section covers records relating to Research Office / Library (Office NumbaardZrL).

I,DL\ILSJ'IF')SS:R-’FIITOYN DESCRIPTION EECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
94-01-53488 | Land Use Plans and Reports Retainfor 1 yearafter end of ARCHIVAL
Rev.0 | Planning reports and related materials for countiesinicipalitiesand unincorporated | calendar year (Pﬁgﬁnéggéﬁﬁm
towns within Washington State. then OEM
Transferto Washington State
Archives for permanent
retention.
94-01-53487 | Land Use Plans and Reports Index Retainfor 10 yearsafter end ARCHIVAL
Rev.0 | Anindex of planning reports and related materials for countisnicipalities and of calendar year (Pﬁg‘:}”éggéﬁ’%ﬂl‘ﬂ
unincorporated towns within Washington State. then OFM
Transferto Washington State
Archives for permanent
retention.
80-09-25952 | National Cooperative Highway Research Program (NCHRP) Retainfor 2 yearsafter end NONARCHIVAL
Rev.0 |t N2PPARSAE I NBO2NR 27T 5 $rogramivivich godrdiratesiandNy of fiscal year NONESF;ENT'AL
reports national highway related research efforts. then
Destroy.
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DISPOSITION
AUTHORITY DESCRIPTION EECORDS Dlzggi'l\'TTlg\'l\l :CNT?ON DESIGNATION
NUMBER (DAN)
80-09-25951 | Proposed Transportation Research Projects Retainfor 2 yearsafter end NONARCHIVAL

Rev.0 | Contains research statements and/or proposals which describe a problem(s) and arq Of fiscal year NONEIS:fAENT'AL
reviewed by staff to determine if they should become active and ongoing research then
project(s). Destroy.
80-09-25953 | Transportation Research Board Correlation Service Retainfor 2 yearsafter end NONARCHIVAL
Rev. 0 Providesdocumentation pertaining to annual membership and for the service and of fiscal year NONEIS;:’AENT'AL
representation at annual meetings. then
Destroy.
80-09-25950 | Transportation Research Projects Retainfor 75 years after NONARCHIVAL
Rev.2 | Provides documentation pertaining to the administraticoprdination,and management| completion of individual NONEIS:;ENT'AL
of research projects. project
then
Destroy.
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30. STAFF DEVELOPMENT

Thissection covers records relating to Staff Development (Office Numigr 1

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIEQ;II\IT-II—I(?I\II\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN}
80-10-26194 | Federal Highway AdministratioisraduateScholar File Retainfor 2 yearsafter end NONARCHIVAL
Rev.1 | Provides a record of employee applications for Federal Highway Administration of fiscal year NONEIS;:’AENT'AL
Fellowships and Scholarships. then
Destroy.
88-12-43378 | Scholarship Fund Retainfor 10 yearsafter end | NONARCHIVAL
Rev.1 | Provides background information of the WA Bulley Scholarship Fund. of fiscal year NONEIS;:’AENT'AL
then
Destroy.
87-02-39338 | Tuition Reimbursement Files (Copy) Retainfor 2 yearsafter end NONARCHIVAL
Rev. 1 Provides a record of reimbursement to department employees for outside training. | Of fiscal year NONEIS:fAENT'AL
then
Destroy.
30. STAFF
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31. STATRAIL

This section covergcords relating to State R&ffice Number 051)

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
88-01-41531 | Palouse Empir®egional Rail Study Retainfor 4 years after ARCHIVAL
Rev.0 | Identifies the economic condition of rail service in the area and options to retain serv| completion of study (Pﬁgﬁnéggéﬁ%“m
Provides new methodology applicable to other areas. then OFM
Transferto Washington State
Archives for permanent
retention.
81-01-26686 | Rail Shipper Survey Retainfor 4 yearsafter end NONARCHIVAL
Rev. 0 Provides confidential information on the businesses that utilized a major railroad ser{ Of calendar year NONEIS;:’AENT'AL
then
Destroy.
81-01-26684 | Rail System Diagrams Retainfor 3 yearsafter end NONARCHIVAL
Rev. 0 Contains railroad system diagrams of site for future abandonment. of calendar year NONEIS:;ENT'AL
then
Destroy:.
81-01-26680 | Railroad Bankruptcy Actions Retainfor 5 yearsafter end ARCHIVAL
. . . . . of calendar vear (Permanent Retention)
Rev. 0 Provides documentation pertaining to the bankruptcy of a major railroad system. ) y NONESSENTIAL
then OFM
Transferto Washington State
Archives for permanent
retention.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlgggill\lT-ll—lgl\'l\l:CIZ\lT?ON DESIGNATION
NUMBER (DAN)
89-04-44069 | Railroad PlatMaps Retainuntil alignment is ARCHIVAL
. . . . revised (PermanentRetention)
Rev. 0 Provides documentation of railroad alignment. ) NONESSENTIAL
then OFM
Transferto Washington State
Archives for permanent
retention.
81-01-26687 | Railroad Reorganization Retainfor 6 years after NONARCHIVAL
Rev.1 | Pertains to legal proceedings that occur when a railroad reorganizes. completion of proceeding NONEIS:;ENT'AL
then
Destroy.
81-01-26683 | Washington State Rail Plan Retainfor 4 yearsafter end ARCHIVAL
Rev.0 | Contains information pertaining to the progress and implementatibrail transportation| of calendar year (Pﬁg:}”éggéﬁﬁ'&‘i
throughout the state. then OEM
Transferto Washington State
Archives for permanent
retention.
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32. STATEWIDE TRAVANDCOLLISION DATA OFFICE

This section covers records relating to Statewide TrandlCollision Data Office (Office Number 063)

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DIEEEI;II\IT-II—I(;)N%?I'\(I)?\I DESIGNATION
NUMBER (DAN)
80-09-25916 | Auto Traffic Recorder Datg Hourly Cap Sheets Retainfor 10 years after end] NONARCHIVAL

OFFICE

Rev.4 Provides hourly statistics of all permanent traffic reporting sitestetan the state of month NONESF‘:’AENT'AL
highway system then
Destroy.
14-09-68529 | Auto Traffic Recorder Datg Monthly Cap Sheets Retainfor 20 years after end] NONARCHIVAL
Rev.l Provides monthly statistics of all permanent traféporting sites located on the state | of month NONESF“:’AENHAL
highway system. Also provides the reviewer notes on anomalies and variances. then
Destroy.
90-08-46616 | CollisionData Retainfor 15yearsafter end | NONARCHIVAL
Rev.2 Qollision records are based upon submitted Police Traffic Collision Reports of calendar year NONEIS:fAENT'AL
Includes, but is not limited to: then
1 ollision locationdate/time; Destroy.
i BEnvironmental conditions
1 Roadway factors;
1 Driver/ passenger/ pdestrian/ bicyclist details;
1 Vehicle characteristics
32. STATEWIDE TRAV
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITIOANCTION
83-12-33264 | Recordof State Highvay System Retainfor 20 years after end ARCHIVAL
Rev4 Recods relating to thdibrary of the State Highway system in both directions of travel.| Of calendar year (Pﬁgﬁnéggéﬁﬁ'lﬂ
Includes, but is not limited to: then OFM
1 Video files of state highwasystem Transferto Washington State
T Image files of state highway system Archives for permanent
Note: This collection is updated annually. South Central, Eastern, and Northwest regions retention.
filmed during odehumber years. North Central, Olympic, and Southwest regions are filme
during evemumber years.
04-12-60847 | Functional GassificationChanges Retainfor 12 years after ARCHIVAL
Rev.2 | Classification changes requested by agencies when the functional usage of a roadw| FHWA signed response (Pﬁg‘ﬁnéggéﬁ’%tmi
changes. The classification changes are approve€jected by the Federal Highway then OFM
Administration (FHWA); Includes FHWA signed response, current and proposed roal Transferto Washington State
maps, concurrence letters, and the Federal Functional Classification (FCC) request{ archives for permanent
retention.
80-09-25917 | Peak Hour Taffic Report Retainfor 15 yearsaafter end | NONARCHIVAL
Rev.3 | Lists Design Hour Factors (K and D) which are calculated for the highest 200 hours ¢ Of calendar year NONEIS:;ENT'AL
hourly traffic volume collected from automated traffic reporting siteenitored during then
the previous complete year. The most common uses of this data is for determining t pestroy,
patterns, projecting future traffic volumes and determining project design by enginee
planning offices, and traffic officesd$e, county, city ad private).
32. STATEWIDE TRAV
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITIONCTION
80-09-25920 | Quarterly Speed Report Retainfor 10 years after end] NONARCHIVAL
Rev. 2 The quarterly Speed Report isaurce of summarized speed data for state highways. ] Of quarter NONEIS:fAENT'AL
data is comprised of random thresay samplings (Tuesday through Thursday) within g then
calendar quarter. The common uses are for conducting national research and analys pestroy,
calculating the 85th percdihe, which represents the speed at or below which 85% of t
vehicles are traveling and is used in the decision making for speeddimitdetermining
design speeds, conducting congestion studiesaraduating vehicle speed trends to
assist in highwayeasign and safety improvements
80-09-25922 | Short Duration Counts Retainfor 20 yearsafter end | NONARCHIVAL
Rev. 4 A collection of traffic volume and classification data including record count locations, of calendar year NONEIS;:’AENT'AL
direction of travel, count period, equipment performance, and data validity. These ar{ then
gathered for the purpose of Highway Performance Monitoring System (HPMS) ngpor Destroy.
and special projects.
04-12-60848 | State Highway Log Retainfor 25 yearsafter end ARCHIVAL
Rev.3 | Contains roadwainformation at 1/10¢" mile increments on lastate highways. of calendar year v
Includes, but is not limited to: then OEM
1 Surface typepavement widthand number of lanes; Transferto Washington State
1 Intersection locations Archives for permanent
1 Speed limiand lane mile summaries. retention.
32. STATEWIDE TRAV
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33. SURVEY SUPPORT UNIT

This section covers records relating to Survey Support Unit (Office Number 217)

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEE@II\IT-II—I(;DI\II\I:CII\IT?ON DESIGNATION
NUMBER (DAN)
08-01-61713 | Department of Natural Resources Land Plat Retainfor 25 years after DNF ~ ARCHIVAL
Rev.0 | A document used to define property acquired from Departmeritafural Resources agreementdate (Permanent Retention)
DNR h NONESSENTIAL
( )- then OFM
Transferto Washington State
Archivedor permanent
retention.
89-04-44073 | Department of Natural Resources Monument Remo®armit Retainfor 6 years after NONARCHIVAL
Rev. 1 Written permission from Department of Natural Resources to remove or destroy a sy Certification date NON%SPS&ENHAL
monument, and a Completion Report by the applicant stating what new monumentw then
restored or reference after highway construction activities. Destroy.
08-01-61708 | Exhibit Map Retainfor 10 years after dat§f =~ ARCHIVAL
Rev.0 | A Washington State Department of Transportation map used for Right of Way studie| °f map (Pﬁg‘&”éggéﬁﬁ'l‘z‘i
court documents. Advanced acquisitions of property for highway purposes often cau{ then OPR
an Exhibit Map to be necessary. Transferto Washington State
Archives for permanent
retention.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISES;II\IT-II—I(?I\II\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN)
89-04-44084 | Land Corner Records Retainfor 25 years after ARCHIVAL
Rev.1 | A document to notify the public that a survey monument has been found and/or set j certification date (Pﬁgsnéggéﬁﬁ'lﬂ
licensed Land Surveyor or Professional Engineer, and where the survey does not re( then OPR
Records of Survey. Transferto Washington State
Archives for permanent
retention.
82-12-30700 | Monument Map Retainfor 25 years after ARCHIVAL
Rev.1 | A map used to notify the public of a survey for highway purposes has been performe certification date (Psg":}”éggéﬁﬁ'm
a Washington State Department of Transportation Professional Engineer or License( then OPR
Surveyor Transferto Washington State
Archives for permanent
retention.
89-04-44085 | Photo of Monument Retainfor 10 years after ARCHIVAL
. closure of the project (Permanent Retention)
Rev. 1 Method of survey monument location and future recovery. A proj NONESSENTIAL
then OPR
Transferto Washington State
Archives for permanent
retention.
33. SURVEY SUPPOR
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEQ;'I\IT-II—I(SI\II\I:CL\IT?ON DESIGNATION
NUMBER (DAN)
89-04-44068 | Record of Monumentation Retainfor 25 years after ARCHIVAL
. . . certification date (Permanent Retention)
Rev. 1 A former Washingtotstate Department of Transportation map, replaced by a Washin NONESSENTIAL
State Department of Transportation Monumentation Map, previously used to notify tf  then OPR
public or a survey by Washington State Department of Transportation for highway | Transferto Washington State
purposes. Archives for permanent
retention.
79-11-23797 | Record of Survey and Field Notes Retainfor 25 years after ARCHIVAL
. . T certification date (Permanent Retention)
Rev. 1 A map used to notify the public depicting survey monuments, found and set, togethe NONESSENTIAL
with any additional evidence to delineate a boundary survey of real propertylibgresed| then OPR
Land Surveyor_. A survey monument is a phy_sical object used to mark a specific poir_w Transferto Washington State
Earth. For settln_g survey mor_wume_nts, Washington State Department of Transportati{ Archives for permanent
follows the requirements outlined in RCW 58.09.120. retention.
77-03-18849 | Report of Survey Mark Retainfor 10 years after ARCHIVAL
Rev.1 | A Washington State Department of Transportation report of the location, coordinates closure of project funding (Pﬁgﬁnéggéﬁﬁ'm
elevation, datum used, and accuracy statement of a survey monument for highway then OPR
development. Transferto Washington State
Archives for permanent
retention.
33. SURVEY SUPPOR
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
08-01-61710 | Right of Way Hardshell Retainfor 75 yearsafter end ARCHIVAL
Rev. 0 Compilation of all regional survey data plotted on heavy card stock paper drafted in il ©f calendar year Pﬁg‘;”égggﬁ];‘&‘i
pencil used to develop final Right of Way Plan. then OPR

Transferto Washington State
Archives for permanent
retention.

08-01-61712 | Static Global Position System Control Project Retainfor 25 years after NONARCHIVAL
Rev.0 | Provides geodetic framework for highway project control. closure of the project NONESSENTIAL
funding OPR
then
Destroy.
08-01-61711 | Survey Daa Conversion Sheet Retainfor 10 years after NONARCHIVAL
Rev.0 | Convert Washington State Plane coordinates to Project Datum coordinateseerse. ?'03{”9 of the project NON%SF)iENT'AL
unding
then
Destroy.
89-04-44082 | Survey Field Book Retainfor 75 years after ARCHIVAL
. . . . - closure of the project (Permanent Retention)
Rev. 1 A survey diary of the detailsbout a survey, survey books include project specific book proj
: . . fundin NONESSENTIAL
whether hardbound or electronic, and may include data pertinent to what was g OPR
requested. Books also include any types used to support offices, like a Right of Way| then
Office or Geographic Seceis Survey Office. Transferto Washington State
Archives for permanent
retention.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlgggill\lT-ll—l(;jl\ll\l:CIZ\lT?ON DESIGNATION
NUMBER (DAN]
08-01-61709 | Survey Project Files Retainfor 25 years after ARCHIVAL
Rev. 0 Includes, but not limited to, Daily Survey Reports, calculation, worksheets, methodol{ completion of report Pﬁg‘;”égggﬁ;};‘&‘i
used to definegight of way, boundary, or other elements. Compact Disc or current then OPR
medium containing raw or final survey date, Compact Disc or current medium of fina Transferto Washington State
project calculations. May also contain a summarized list of research data needed for| Archives for permanent
project. retention.
33. SURVEY SUPPOR
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34. TOLL

The functions of supportintpesii  § SQ& KAIKgl & adadiSY o0& 7TdzyRA ynatworkRBdh Gédddydiayidbidgds ynprove LIS NJ-
safetyand reliability ofthe overalltransportation system.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEE(T)';'I\'TTIL?NN AAC':\'T?ON DESIGNATION
NUMBER (DAN]

12-12-68371 | Digital Video Audit System (DVAS) Video Retainfor 90 days unless NONARCHIVAL

Rev.l Records relating to video monitoring of the tolling system for performance audit required for performance NON(E)IS:;ENT'AL
purposes. Wide angle, live feed video captures activity across all lanes of each toll f audit

Note: This is not used to enforce toll payments or identify individual instances of travel g then

RCW 47.56.795. Destroy.
07-08-61586 | Toll Account Package Retainfor 6 years after NONARCHIVAL
Rev.2 Records relating to the customer account information package for toll accounts. account closure NONEIS:;ENT'AL
Includes, but is not limited to: then
f Customer Service Center (CSC) foapslication, closure information, Destroy.

Automated Clearing House (ACH) authorizations);
Contact information;

Vehicle information;

License plate;

Transponder identification number;

Financial account information;

Charges and credits (payments);

Related customer dmuments (correspondence, etc.).

= =4 =4 =8 -4 -8 =9
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
12-12-68375 | Toll Transaction Data Package Retainfor 6 years after final | NONARCHIVAL
Rev.1 | Records relating to toll bills or transaction daissociated with a customer account. | transaction date NON(E)IS:;ENT'AL
Includes, but is not limited to: then
Date and time of travel past the toll point; Destroy.

Toll amount;

Associated vehicle or license plate images;

Facility or toll point location;

Transponder number (gresent);

Vehicle classification;

Rejected images;

License plate.

Note: Transactions with customers from partner toll agencies may not contain a complet

transaction data package. Each toll agency will retain the information available to them |
ontheir approved retention schedules.

=4 =4 =4 =4 -4 -4 -8 =9
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DISPOSITION
AUTHORITY | DESCRIPTION OF RECORDS DIEIE(EEI\IT-II—I(;)NNAACII\IT?ON DESIGNATION
NUMBER (DAN]
07-08-61587 | Video Surveillance System (VSS) for Security of Tolls Retainfor 90 days unless NONARCHIVAL
Rev.2 | Records relating tsecurity surveillance camera video footage of tolling areas. The | required for security review | NONESSENTIAL
cameras provide continuous futtotion video moitor and record critical areas. then OFM
Includes, but is not limited to: Destroy.
9 Customer ServicCenter (CSC) wailk storefronts;
1 Toll lanes;
1 Tollbooths;
1 External entrances;
1 Change drawer staging area;
9 Mail processing room;
1 Payment processing room;
1 Route between tollbooth and the counting room;
1 Route between counting room and vault;
1 Armored campickup area.

Note: Footage that is required for security incident reviews must be maintained until
resolution of incident.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
12-12-68376 | Violation Enforcement Package Retainfor 6 years after date| NONARCHIVAL
Rev.l Records relating to the collection and enforcement of toll payments. of resolution NON(E)IS:;ENT'AL
Includes, but is not limited to: then
1 Toll transactions; Destroy.
1 Data package;
1 Notice of civil penalty (NOCP);
9 Supporting evidence;
1 Hearingdocumentation;
9 Disposition/judgments;
1 Collection data.
Note: The Department of Transportation (WSDOT) has been granted the authority to de
an adjudication process to enforce the collection of tolls per RCW 46.63.160.
PagelO5of 127
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35. TRAFFIC OPERATIONS

This section covers records relating to Traffic Operations (Office Number 175)

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEE@II\IT-II—I(?I\II\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN)
93-09-52926 | Ball Bank Indicator Log Retainuntil superseded NONARCHIVAL
Rev. 0 Provides a record of current ball bank studies which measures centrifugal force to then NONEIS:‘:’AENT'AL
determineadvisory speed warning signing for curves on state highways. Destroy.
81-09-28869 | City and Town Traffic File Retainfor 4 yearsafter end NONARCHIVAL
Rev.0 | Provides a record of traffic matters within corporate limits i.e., request for traffic signg Of fiscal year NONEIS:;ENT'AL
beacons, approvals or denials of requests, etc. then
Destroy:.
83-10-32942 | Computerized Listing of Parking Restriction on Designated State Highways Retainuntil superseded or NONARCHIVAL
Rev.0 | Provides a record of parking restrictions on state highways. updated NONEIS:;ENT'AL
then
Destroy:.
83-10-32943 | Computerized Listing of Speed Limits on Designated State Highways Retainuntil superseded or NONARCHIVAL
Rev. 0 Provides a record of legal speed limots state highways. updated NONEIS:;ENT'AL
then
Destroy.
35. TRAFFIC
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIES;II\IT-II—I(;DI\II\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN]
82-10-30396 | Contract Electrical Catalog Cuts and Change Orders Retainfor 7 years after NONARCHIVAL
Rev. 0 Provides an informational source and reference file for change order evaluation. Usg t€rmination of contract NON%SPSRENT'AL
make a change in the project contract for those offices requiring contracts to fulfillan then
operational requirement. Destroy,
81-06-28055 | Federal Aid Safety Program Retainfor 3 yearsafter end NONARCHIVAL
Rev. 0 Provides a history of district 4 safety programs and safetizighway projects. of fiscal year NONEIS;:’AENT'AL
then
Destroy.
81-08-28722 | lllumination and Traffic Signal File Retainfor 3 years after NONARCHIVAL
Rev.1 Provides aecord of luminaries and traffic signals within the district. removal of luminaire or NONESSENTIAL
traffic signal OFM
then
Destroy.
83-10-32944 | Listing of Bicycle Restriction on Designated State Highways Retainuntil superseded or NONARCHIVAL
Rev. 0 Provides a record of sections of state highways where bike riding is prohibited. updated NONEIS:;ENT'AL
then
Destroy:.
35. TRAFFIC
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I,DAILSJ'IF')SS:R-’I—I[I'OYN DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
83-10-32945 | Listing of High Occupancy Vehicle lesron Designated State Highways Retainuntil superseded or NONARCHIVAL
Rev. 0 Provides a record of the location bigh occupancy vehicle lanes on state highways updated NONESSENTIAL
then OFM
Destroy.
86-08-37396 | Outdoor Advertising Sign Control Retainfor 6 years after NONARCHIVAL
Rev.1 | Records relating to the control of outdoadvertising signs (including motorist permit expiration/denial or | NONESSENTIAL
information signs) along highways in accordance with the Highway Advertising Contf removal of signwhichever is OFM
¢ Scenic Vistas Act (chapter 47.42 RCW) and the Highway Advertising Control Act (¢ Sooner
468-66 WAC). then
Includes, but is not limited to: Destroy.
1 Permit appications, evaluations, approvals/denials;
1 Records documenting the removal of illegal signs;
1 Records document the payment of compensation for sign removal in accordg
with RCW 47.42.10204;
1 Relate correspondence/communications.
81-04-27589 | Radio Licenses Retainfor 10 years after NONARCHIVAL
Rev.1 | Provides a license to operate tweay radios and raditacilities within the State of expiration of license NONEIS:;ENT'AL
Washington. then
Destroy:.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
81-09-28875 | Sign Replacement Records Retainfor 2 years after NONARCHIVAL
Rev. 0 Provides a record of all traffic signs replaced, modified, or removed. traffip_sign removed, NONESSENTIAL
modified or replaced OFM
then
Destroy.
82-10-30397 | Special Studies Retainfor 75 years after NONARCHIVAL
Rev.0 | Provides a reference for studies relating to electrical designs for presentatibuise of | Study is complete NONEIS:;ENT'AL
pertinent offices. then
Destroy.
81-03-27036 | Speed and Parking Restrictions File Retainfor 2 years after being NONARCHIVAL
Rev. 0 Provides a record of speed zone and parking restrictions on certain sections of a hig| evised NONEIS:;ENT'AL
Includes date the speed zone or parking restriction was requested, Transportation then
Commissioraction upon the request and the date of implementation of the speed zon pestroy,
and/or parking restrictions.
20-06-69497 | Traffic Management Center (TMC) Closed Circuit Television (CCTV) Feed Retainuntil no longer NONARCHIVAL
Rev. 0 CCTV images captures by WSDOT cameras on state highways. Feed may include g heeded foragency business NON%SPSRENT'AL
portions ofthe following documentation: then
9 Automatic image; Destroy.
1 Video recording.
Excludes:
9 Video footage of security incident or emergency which requires further review
covered bySecurity Incidents and Data/Privacy Breaches (DAN GS 25008)
35. TRAFFIC
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DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS Dlzggi'l\'TTlg\'l\l :CNT?ON DESIGNATION
NUMBER (DAN]
84-08-34393 | Traffic Management Center (TMC) Documentation Package Retainfor 6 years after end | NONARCHIVAL

Rev.3 |wSO2NRa NBtFGAY3 (G2 GKS ¢N}FFAO al yI 3]offiscalyear NONgstAENT'AL
Includes, but isot limited to: then
1 Routine roadway operations such as ramp metering, bridge and tunnel alerts| Destroy.
mountain pass reports, variable speed limit information, and maintenance
notifications;
1 Emergency roadway operatiossich as detour routes, signal plans, road closut
coordination, region emergency operations center activation and disaster
notifications;
1 Washington Incident Tracking System (WITS) and incident management suc
notifying/dispatching incident responseaws, ITS device operations, incident
alerts, and weather monitoring alerts;
9 Traveler Information such as ROADS/511/Web data input, highway advisory
and variable message sign operation;
1 Radioand administrative operations such as communication with field person
AMBER/Silver/Blue/missing person alerts, road condition alerts, and service
requirements;
1 Multi-agency coordination such as disseminating incident information and TM
correspondencavith other agencies during an incident.
83-10-32947 | Traffic Regulations on Designated State Highways Retainfor 6 years after being NONARCHIVAL
Rev. 2 Provides a record of traffic regulations received from various districts that have been| Superseded NONESSENTIAL
. . . OFM
routed to the Maintenancend Operations Engineer for approval. then
Destroy.
35. TRAFFIC
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEES;'I\IT-II—I(?I\II\I:CIZ\IT?ON DESIGNATION
NUMBER (DAN}
81-04-27600 | Traffic Safety Commission File Retainfor 2 years after NONARCHIVAL
Rev.0 | Provides a record of Traffic Safety Commission funds used for projects on the State| completion of project NONEIS:fAENT'AL
Highway system. then
Destroy.
88-01-41517 | Traffic Services Files Retainfor 5 yearsafter end NONARCHIVAL
Rev. 0 Provides a record of material pertaining to all phases of traffivices including services| Of calendar year NONEIS:fAENT'AL
provided to the public. then
Destroy:.
81-04-27598 | Traffic Signal Permits Retainfor 6 years after NONARCHIVAL
Rev. 3 Provides a record of authorization to install traffic control signals on the state highwal Permit termination, NONESSENTIAL
system. cancelled, or expired OFM
then
Destroy:.
09-09-62089 | Washington Incident Tracking System (WITS) (Electronic Media) Retainfor 6 yearsafter end NONARCHIVAL
Rev.0 | Provides a record of incidents responded to by WSDOT Incident Response program| Of calendar year NONEIS:;ENT'AL
then
Destroy.
77-03-18843 | Wrecker Logs Retainfor 5 yearsafter end NONARCHIVAL
Rev. 1 Monthly record for emergency wrecker surveillance on Lacey Murrow bridge callout.| Of fiscal year NONEIS:;ENT'AL
then
Destroy.
35. TRAFFIC
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36. LEGACY RECORDS

This section covers records no longer being created/received by the Department of Transpantsittbrhave yet to reach their minimum retention period.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFS{II:-:’;?I\I;I(;)I\II\IAACI:\IT?ON DESIGNATION
NUMBER (DAN]
81-04-27621 | Request for Authorization to Pilot Aircraft Retainfor 6 years afterend NONARCHIVAL
Rev. 2 Documentation such as a log book endorsement, pilot license, physical assessment { ©f fiscal yar NON%SPSRENT'AL
medical examiner for the state agency employee to pilot an aircraft and an authorizaf then
letter from the Director of Aviation. Destroy.
13-06-68443 | Historical Chronicle Records Retainfor 75 years after end ARCHIVAL
Rev.l These unique records are at risk of loss and represents high value to a wide range of of calendar year (Permanent Retention)
WSDOT historical d ts for the State T tation sySlecumentation is used| th ESSENTIAL
historical documents for the State Transportation sy mentation is use en (for Disaster Recovery
to track history, methods, changes, and status of projects. Transferto Washington State OFM
Includes, but not limited to: Archives for permanent
1 Photographs; retention.
1 Videotapes;
1 DVDICD;
1 Articles;
1 Engineering documents.
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GLOSSARY

Appraisal
The process of determining the value and disposition of recolissed on their current administrative, legal, and fiscal use; their evidential ar

informational or research value; and their relationship to other records.

Archival (Appraisal Required)
Public records which may possess enduring legal and/or historic value and must be appraised by the Washington State Archivésdividual basis.

Public records will be evaluated, sampled, and weeded according to archival principles by archiwsfsstorgton State Archives (WSR&cords not selected
for retention by WSA may be disposed of after appraisal.

Archival(Permanent Retention)
Public records which possess enduring legal and/or historic value and must not be destr@tatkgovernment agencies must transfer these record

to Washington State Archive@VSA) at the end of the minimum retention period
201 gAftf y2i alYLXSTZI 6SSRY 2NJ 20KSNBAAS RAALIZAS 2 PendukedRdRtns T2 i K S M-
removal of duplicates.

Disposition

Actions taken with records when they are no longer required to be retained by the agency.
Possible disposition actions include transfer to Washington State Archivesstnaction.

Disposition Authority Number (DAN)
Control numbers systematically assigned to records series or records retention schedules when they are approveddtgitiRecords Committee.
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Essential Records
Public records thastate government agencies must have in order to maintain or resume business continuity following a disd§tafe the retention
requirements for essential records may range from very shtwtm to archival, these records are necessary for an agency to resume its core functi
following a disaster.

Security backups of these public records should be created and may be deposited with Washington State Archidesmae acito Chapter 40.1RCW.

Non-Archival
tdzof AO NBO2NRa ¢KAOK R2 y2i LkRaaSaa & dzFAganbes systiretdinitiiese 2eNdkd® fordte imaa®un
retention period specified by the appropriate, current records retention schedule.

Agencies should destroy these records after their minimum retention period expires, provided that the records are rbffeedjtigation, public records
requests, or other purposes required by.law

Non-Essential Records
Public records which are naequired in order for an agency to resume its core functions following a disaster, as described in Chapter 40.10 RC

OFM (Office Files and Memoranda)
tdzof AO NBO2NRa ¢gKAOK KI @S 0SSy RSaA3IYylIGSR MA4OWFFAOS CAtSa FyR
RCW 40.14.01€ Definition and classification of public records.
OHO GhTFAOS FAESa YR YSY2NIYyRI AyOfdzZRS &dzOK NBO2 NRa ts$ndt alidzeNdibed ada glaBsSigl@
official publc records; duplicate copies of official public records filed with any agency of the state of Washington; documents ancdneagfoifor the internal

administration of the office to which they pertain but not required by law to be filed or kept with seclty\ggand other documents or records as determined by -
NEO2NR& O2YYAGGHSS G2 6S 2FFAOS FAtSa YR YSY2NI yRI ®¢

OPR (Official Public Records
tdzof AO NBO2NRa ¢KAOK KIFI @S 0SSy RSaA3IYyFGSR a ahFFAOAFIT tdzomtAO w
RCW 40.14.01€ Definition and classification of public records.
OMU GhFFAOALE LJzof A0 NBO2NRa akKlftf AyOfdzRS |ff 2 NatRNafidity of edeydzenkaStiddiralating
receipt, use, and disposition of all public property and public income fraouattes whatsoever; all agreements and contracts to which the state of Washington o
agency thereof may be a party; all fidelity, surety, and performance bonds; all claims filed against the state of Washamt@gency thereof; all records or datents
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Public Records
RCW 40.14.016 Definition and classificatin of public records.
GX ¢KS GSNXY blLlzomfAO NBO2NRab akKlkff AyOfdzRS Fyeé LI LISNEnd@eoNNE @dpargning,
machinereadable material, compact disc meeting current industry d8€xifications, or other document, regardless of physical form or characteristics
including such copies thereof, that have been made by or received by any agency of the state of Washington in conndbiéotramghction of public

odzaAy Saaxe

Recods Series
A group of records, performing a specific function, which is used as a unit, filed as a unit, and may be transferred ayddsas a unitA records

series may consist of a single type of form or a number of different types of documentsdhaffiled together to document a specific function

StateRecords Committee
The committee established by RCW 40.180to review and approve disposition aftate government records.

Its four members include the State Archivist and one representative each from the Office of the Attorney, Géfiezadfthe State Auditarand the Office of
Financial Management.
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ACCESS AND HEARING UNIT
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ACCOUNTING
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AUDIT OFFICE

Internal and External Final Audit REPOIS.........cooiiiiiiiiiiiiiiiie e 9

AVIATION DIVISION
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Airport Planning Files..........oooo oo e e 12
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Bridge and Cantilever Sign Structures Acceptance Documentation.......... 63 e Ll S vz LE 1Y = o OSSP 87
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Metropolitan Planning Organization Financial Reparts............ccccccceeeeeennn. 73 Railroad Plat MapS........ccooeeiieiiiice e e e e e e e e e e e e e e eaeanananees a3
Multimodal Plan SUMVEYS.........uuu e e e e 74 Washington State Rail Plan.............cccciiiiiiiieeeeee, 93
Publt Involvement Plan DOCUMENLALION............cveiiieeiiiieeriiee e 75 STATEWIDE TRAVEL AND COLLISION DATA OFFICE
SPECIAl PrOJECIS ...t 75 Digital Media Record of State Highway SysteRV&W).........ccccevvivieeerninne 95
Transportation Policy Plan for Washington State...........ccccccccceeveiiiiiennnn . 76 Functional Classification (Electronic Media)...........cccccccvveeeeeeeeeiiiciiiiieee, 95
Washington State Transportation Plan.............ccccooiieieiiniiieee e 76 State Highway Log (Electronic Media)............ccovveiiiimieereiiniiiie e 96

POLICY DEVELOPMENT AND REGIONAL COORDINATOR SURVEY SUPPORT UNIT
Highway Construction ProgragOperating Budget (2 Year Boak)............... 78 Department of Natural Resources Land Rlat.............cccocceviieeeiiininenl 97
Highway Construction Program By Legislative District (2 Year Proposal)..77 EXNIDIt MAD.. e ———— 97
Traffic Projections and Correspondence (PLA.8)......ccccoevvviiieiiieeiiiiiiiieeens 79 Land Corner RECOIS..........ccoeiei i e e e e e e e e e e e e eeaeaaeens 98

PUBLIC TRANSPORTATION MONUMENT MAP. ... e e e e e e e e e e e e e e e eenannes 98
Comprehensive Transit Plans. ... 80 Photo Of MONUMENL.......ooiiiiiiiiiii e 98
Federal Transit Administration (FTA) Financial Assistance....................... 81 Record oMOoNUMENTAtION..........cooiiiiiiiiiiiiiiee e 99
Park and Ride Laind Flyer Stop Programs...........ccccouueeeeeiiniieeeeeinineeeennans 81 Record of Survey and Field NQeS..........coocuviiiiiiiiiiieiee e 99
Public Transport Feasibility StUIES. ... 82 Report Of SUNVEY MarK...........oiiiiiiiiiiie e 99
Transportation Demand Management...........ccoouiiiiiiiiiiiieeiee e 83 Right of Way Hardshell............oooo e 100
Vanpooling GENETAL...........eiiiiiiiiiiiii e 83 Survey Field BOOK........cooiiiiiiiiiiieeeee ettt 100
West Coast COrridor STUAY......ccooiiiriiiiiiiiiieee et 83 SUIVEY ProJECE FIlRS.....uiiiiiiiiiiii e 101

REAL ESTATE SERVICES

INDEX TO:



SNS

Office of the Secretary of State
Washington State Archives

Department of Transportation Records Retention Sched
Version 1.8June2020

INDEX: ESSENTIAL RECORDS

Seethe StatB 2 BSNY YSy i

BRIDGES AND STRUCTURES OFFICE

Microfilm Copies Of Structure DeSIGN.........ccovcuvirieiiiiiieee e 15

REAL ESTATE SERVICES
ReEal EStAte MBS .. ..ciiiiiiiiiieiiiiiit ettt
RECORDS AND INFORMATION SERVICES / ENGINEERING RECORDS

DSy SNI f

INDEX TO:
ESSENTIAL RECORD

Construction Contracts; Plans and Sfieations; Final Records................... 26

Historical Chronicle RECOMS...........ueviiiiieiiiiiiie e 112

KBY IMAPS. ..ttt 86

87 Right of Way FranChiSes...........coooiiiiiiii e 88
Right of WAy PIaNS. ......c.ooiiiiiiiiiiie et 88

Pagell18of 127

wS 02 NR& Esséhiiab yYNB @ NRODKSRdzE S T2 NJ



ISNS

Office of the Secretary of State
Washington State Archives

Department of Transportation Records Retention Sched

Version 1.8June2020

00-08-59855.......cccevviiiiiiiiiiiins 59
00-08-59856........ccceevviiiiiiiriiiins 59
00-08-59857......ccvvvvviiiiiiiiiiiiins 59
03-07-60568...........coovviereeinn, 27
04-12-60847......ccvvvieeeeiiiiiiiiiens 95
04-12-60848.......ccoeevveiiiiiiinnnnns 96
06-01-61061........cccevriireennn, 39
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08-01-61708......cccvvvveeiiiiiiriiiinns 97
08-01-61709.......cccceiviireeen. 101
08-01-61710......cccceeeiiereeen. 100
080161711 .ccceiiieeiiiiiiieeeee, 100
0801-61712...ccccveeeiiiiiririeeeen. 100
08-01-61713....cceiiiiiieiiiiiiiiiens 97
08-02-61716.....cccevvveeeiiiiiiiiinans 69
08-02-61717....oevvviiiiieiiiiiiiiiins 68
08-02-61718......ceeeeeeeeeeeen, 67
08-02-61719.....ccvvveeieeeee, 69
08-02-61720Q......cccceeeiieeeeeen, 70
08-10-61877....ccvveeeeeeee e 7
08-10-61880......cccvvveeeiiiiiirinnanns 12
08-10-6188L.....cccvvveeeiiiiiiiinnins 12
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09-09-62089........ccceveviiiiiirinnnn, 111
10-05-62202........ccccvvvieiiieieee, 56
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10-10-62335......ccoiiiieiee, 60
11-02-62427........cooccvviveeiiiieeeenn 26
12-12-68369........cccccvvvriiiiieeeeeen, 5
12-12-68371....ccccoiiiiiiiieeieen, 102
12-12-68372......ccoccviiiiiiiiieee, 64
12-12-68373......ccccvivieiiieieee, 49
12-12-68375.......ccccvviiieinee, 103
12-12-68376.........ccccvvvviiiiiieenn, 105
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14-09-68531......cccciiiiiiiien, 48
14-09-68532......cccciiiiiiiiie, 50
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T7-02-18476.....cccceeiiiiiiiiieen 25
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80-10-26217..c.ccvvieeeeiiiieee e 79
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80-10-26222......cccevvveiiiiiiiiiiins 75
80-10-26223......ccovviiiiiiiiiiiiins 75
80-10-26264.......cccovveeeiiiiiiiinins 34
80-10-26279.....cevvviveieeiiiiiiiiene 14
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80-11-26438......ccevvveiiiiiiiiiiinns 18
80-11-26442......ccovvveeiiiiiiiinns 18
80-11-26443......covvieeeeiiiinne 20
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81-:01-26680Q........cccevrrrereernnnn. 92

81-01-26683........ccvvvvieeiiiiiiins 93
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81-01-26692.......ccvvvvveeieiiiiiiins 81
81-02-26920.......0ceeeeiiiieeiiiiiiins 68
81-03-27036.....ccccevveeiiiiiirnnnnn, 109
81-03-27235.....cimiiiiiiiiiiiiiiins 77
81-03-27236.....c0uvviviieeeiiiiiiiinns 78
81-03-27242.....uvveieiiiiiiiiiiinns 78
81-03-2738L....ceviiiiiiieeieiiiiinns 87
81-04-27459.......omveiviiiiiiiiiiiiins 28
81-04-27460........cceeeiieieiiiiiiiinnns 43
81-04-27462.......covvviviiiiiiiiiiinnns 43
81-04-27466........ccovvvveeeiiiiiiiinnns 43
81-04-274609........ccvvvvviiiiiiiiiiinns 44
81-04-2747A4....ovvvviiiiiiiiiiiiinn, 86
81-04-27476......oeeeeiiieieeiiiinns 87
81-04-27481L.....oovveveiieiiiiiiiiins 87
81-04-27503......0eeeeeeieeeeeiiiiiins 27
81-04-27552.....cuviiiiiiiiiiiiiiiiiinns 42
81-04-27553.......0eiiiiiiiieiiiiins 42
81-04-27554.......uvviiiiiiiiiiiiiiinns 42
81-04-27573....oovviiiiiiiiiiiiiiiins 57
81-04-27589.....ccvvvvviiiiiiiiine 108
81-04-27598......ccvvvveeiiiiiiin, 111
81-04-27600.......cccccveeiiiiiirnnnen 111
81-04-27617.....ovvieeiiiieiieiiiiiins 12
81-04-27620......cccueeiieeiiiiiiiiinnns 11
81-04-27621....ccccvvvveeiiiiiinnen, 112
81-05-27696.......ccccvveeiiiiiiiiriinen, 8
81-05-27726......uueeeeiieiieiiiiiins 23
81-05-27727...uvviiiieiiiiiiiiiiiis 14
81-05-27739...c.uviiiieiiiieieiiiiis 27

81-06-27885
81-06-28039
81-06-28055
81-06-28102
81-06-28117......ccevvveiiiiiiee e, 33
81-07-28456
81-07-28471
81-07-28586
81-07-28592
81-07-28610
81-08-28700
81-08-28722
81-09-28869
81-09-28875
81-09-28892
81-09-28893

82-02-29659
82-02-29660
82-02-29664.........c.coeiiieeee, 65
82-03-29742
82-03-29751
82-06-29879
82-07-29921
82-07-30118
82-07-30126
82-09-30311
82-09-30365
82-10-30396

82-12-30700
83-03-31835
83-04-31575
83-06-32185

INDEX TO:
DANS

83-06-32186.......ccvvverireeiirereieenn 46
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83-08-32786.......cevvveeiiiiiieeeie 46
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85-03-35145. ... 40
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86-01-35914.......cevvviiiiiieeeee 32
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86-01-36015.......cuveeieeeiieeeienn 31
86-01-36016.......ceeverveeeiieeeien. 30
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86-01-36018.........ceeevviiiieeerne 30
86-01-36020.........cceeevirrereannnnne 31
86-08-37396.........0eeeviiiieieennn 108
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1/2 cent gas tax program........ccceeeeeeeeeeeeeeeeenennn. 77
A
acceptance documentation

bridges (steel)..........ccooeeeiiiiiiiid 66

bridges/cantilever sign structures.................. 63

prestress concrete girders............ccooevvvvennnnnd 64
accidents (ferres).....cccoreiiiiiie e, 49
acquisition parcel files.........cccoiiiinie i 86

MICTOfilM .. 87
ADA (Americans with Disabilities Act)............... 67
adVvertising SIgNS........uuveeiiiiiie e eeeeeeeeee e eeeeaens 108
aerial photos...........ccce oo, 51, 52,53
air quality.........cooooviiiii e 32
airport aid grantsS.........ceevvveeeeiiiiieen e 11
airspace 1eases..........ooccvvvveeiiiii e 61, 87
alternative technical concepts
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NOt APPIOVEd....ceeieiieeeiiiiiiiiiiieeeee e 38
Americans with Disabilities Act (ADA)............... 67
annexations (Cities)........ccvvvveeeiiiieeerie e 55
annual reports (ferrfies)......cccoveeiinieeeeneieens 45
ASDUIIS....ovvieiiiieeee e 26

asphalt (COStS)........oeviiiiiiiieiiiiiee e, 33 INVENTOTIES. ...t 18
asset management.........ccceeeveeeeeennnnnn. see SGGRRS 14177 0] 0] o 21
audit tapes (ferrieb........ccceeeeeiiiiiiiiiieee, 45 load capacities/ratings..........cccccceeeeeinieieeeennn. 18
AUAIES ... see SGGRRS MAINTENANCE. ... .euiiiiiieiieee e 14
auto traffic recorder data..........ccccceeevviiinninneee. 94 MOVADIE..........coiie 20
axle spacing/equipment weight (reports).......... 24 movablespan (maintenance).............ccc.eeeueeee 23
movablespan (operations).............occveveernnen 14
0pPeENING 100S.....uvvieeiiiiieeeeee e 13, 15, 16
B opening logs/summaries...............ccccc...... 14, 23
opening schedules............ccccocvvviiiiiieieeeeeennn. 13
back flow devices (tests)..........c.covvriiinnnnn 42 PAINE PIOJECES. ..o eeeeeeeee e, 18
ball bank indicator |0g.S .................................... 106 permits (US Coast Guard) ____________________________ 16
barrier free design..........cccovviiiieiiiiiee e, 33 PROtOGrAPNS ..., 14
bid tabulation............cccoviiiii e, 33 PLANS. ..o, 14
b|”|ng ................................................................. 85 pre”minary _________________________________________________ 21
Blair Waterway Bridge (opening logs)............... 13 repairs (project plan drawings)..................... 21
bridges souNding AraWings..........coveveeeeveeeseeseeneeeenes 21
acceptance documentation........c.ccceuveeuneinnnns a3 temporary Support StrUCLUreS. .o, 14
condition repPorts............oeviiiiinncn, 23 utility attaChments..........coovoveveveeeeeeeeeeeeeeeenn. 22
dECK SUIVEYS....ccei it 23 bridges (steel)
deSign CalCUIationS ............................. 13, 18, 33 acceptance documentation ___________________________ (516}
design data DUS SEOP 10GS.......eeerecececeeeeieeee e 82
CUITENt JODS ...uviiiiiiiieiee e 15
CUITENt ProJECES. .. .uuvviiiieeiiieeee e 14
erosion tendencies.........coccceveeeeeeviiiiciiiie 21 C
field data......ooooviiiii 13
heat repairs........ccoo oo 19 calculations (bridges design).............eeene 13,18
highway related construction projects.......... 14 cantiever sign structures (acceptance
INSPECHIONS....eeeeeiiiiiiee it 18 documentation).........ccccocveeeeeiiiiieeen e 63
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CEMENE (COSES).urrrrriiiiiriiiiiiiiiieeeee e e e 33
certificate acceptance........ccccceveeeeeeieiicccnnvinnnn, 58
certificate of inspection (US Coast Guard).......47
City @anNeXationS..........coocuveeeeiiiiiieee e e e 55
City Waterway Bridge (opening 10gs)................ 13
civil rights (consultations/compliance).......... 68, 69
cofferdam (plans)...........ccccceeiiiiiriieecn 19
collision data...........ccccvuviiiieeiiiienee e, 94
Columbia Basin Irrigation Project..................... 34
Commercial Vehicle Information Systems and
Networks (CVISN)......ccvveeeiniiieeeiieee e 24
commute trip reduction (plans/programs)......... 80
CoOmMPlaiNtS.......evveeeiiiiiiiieiiieeeen, see also SGGRRS
compliance review reports............ccccvvveveeeveennns 63
comprehensive transplans.........cccceeeeeeeieeeeenn. 80
condition reports (bridges)..........cccccevvivivivininnns 23
consolidated grant program files...................... 80
construction contract chech sheets.................. 34
coNstruction CONtractS.........coevvvecvvvveiieeereeeeeennn. 26
Construction Contracts Information System......26
construction costs (other states)....................... 34
construction materialS............oooccuviiiiiiiineneeenn. 27
constuction progress profiles..........ccccceeeeeeee. 27
contract award record sheets..........cccccccoeevnes 35
contract bid results..........cccocccveiee i 30
contract electrical catalog cuts/change orders107
contractor performance reports...........cccceeeeueee. 30
contractors (prequalification questionnairesp8, 31
CONEFACES.....civiiiiiiiiiiiiiie e see SGGRRS
COIrespondee. ......cccceeeeevrneennen. see also SGGRRS
county road iNAdeX........cccveeeiiiiiiiiiiiiiiiieeeaeeeene 55
current jobs (bridges/structures).............ccceoe.... 15
current projects (bridges/structures).................. 14

customer statement of procurement of plans....30

D environmental reviews (outside agencies)........ 39
equipment weight/axle spacing (reports).......... 24
deaths (FErMes).......ccoveuevevereeeeeeeeeecceeeieeeerna 49 EOSION PrOJECTS.....vvvviiiiieiii i 62
deck department 10g BOOKS............vvvrvverreeenee. 47 erosion tende'nC|es'(br|dges) ......... RIS 21
deck surveys (Bridges)........ccccveeevevevevrereennans 23 Evergreen Point Bridge (construction data) 14, 19
declaration OfSECUIItY............cccvveeveeeriirereennnn 50 executive level records.............coveee.s see SGGRRS
Dept of Natural Resources (land plats/monument exhibit Maps........coooviviii e, 97
removal PermitS)......cccceeeeeivinieieieeeeeeeeeieeeeenns 97
design calculations (bridges)..........cccccevueee. 13,18 F
design calculations (bridges/waterways/drains)33
322!82 g;cnusnz;?ﬂ;’:‘egf‘c"ages e ‘I’Z faCilities, GENETal..........rrrrvreeerreseesseeee see SGGRRS
MICTOFIlM .., 15 falsg vyprk (plqns) """""""""""""""""""""""" 19
design reports 17 fea5|?)|ll_|ty studies o
. L public transSport..........coevvviiiiiiiiiee e,
g?gsitlglnrigzicgﬁlict?r t{;cr);s e gg West Coast Corridor Study.............cevvvvvevnnnnd 83
Disadvantaged BusmessEnterpnse(DBE)B? 68 feasibilir:y studies (high speed transportation)...72
5AabROIYGFISRT aiyeNRbGes LK a?igng"é'V'Q'é """ . '"d'z'é";&"j@;'géa;'l"z;‘?
Enterprise (DMWBE)..............ccoeevvvvenenen. 67, 68 1-90 proj(.a.é:.t. """"""""""""""""""" T ’77
disciplinary actions (employees)..........ccccoeeuueee 59 safety pogr.é.r.ﬁ.é """"""""""""""""""""""" 1 '07
diversity awareness programs..............occuvveeeee. 68 federal functional cIaSS|f|cat|onmas """"""" 55
drains(design calculations)................ccccevvvvenens 33 fgderal reports RS 69
g:;g(/)ilE?Zg;ﬁ:wgsgggam (employees)........ i 2 Federal Transit Administration financial assistadte
""""""""""""""""" fellowships......ccccooiiiiie .91
ferries
E accidents/injuries/deaths..........cccccccceeevinnnnne 49
design specifications.............cccccvvveiiinneeeenn 45
electrical designs (special studies) .................. 109 - repalrs/sales .................................................. 46
eligibility override (Billing).............cccccccevrrrrreen 85 field SUrvey Crew repOIS. ......courrerssssssssi v 21
employment examinations...............coov.owwovee.. 60 finandal..............ccovrrr see SGGRRS
employment regiSters...........covovevevevevereeeennans! 60 flyer Stop programs.............coovviinnnisnnnnn: 81
energy saving projects/prognas................c........ X1 fra_nchlses (right of ways).....cccceeevviiiniiiiiieenn, 88
environmental FePOMS...........oovoveveeeeeeeeeeeeenenn 39 freight/goods Maps. ... 56
fuel coast adjustments..........ccccceeeeevviicnnnnnvnnnnnn. 33
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functional classification...........c.ccoocvveriveeriinenenns 95
G
0as taxX Programl........ccceeeeeeiernininsinreeeeenenereeeeeens 77
general highway maps..........ccccoeeeeeeeeeieieenennd 56
general office operations.................... see SGGRRS
general project files............cee oo, 86
geotechnical files (Projects)......cccceevvveeveieeeneenn. 65
glass diapositives...........cooiveeiiiiiiiienee e 51
OrantS......ovveeevieeeeeiine e see also SGGRRS
airport aid grants...........ccooveveeeeeiniineeee e 11
gravel PitS......oooieeeiieiiiiee e 28
OrEVANCES.....ciiiieieeie i e e e eeeee e, see SGGRRS
ground profiles..........ccccoriiriie 52
H
hazardous waste (manifests)..........ccccccoeernnnd 61
heat repairs (Dridges)........covveeeiiiiieieiiiiiieeeee 19
high occupancy vehicle lanes............................ 81
high speé transportation (feasibility studies).....72
overheads........ccccccvvveeiveincieeene e A4
Highway Advertising Control Act..........cc.ee.... 108
highway construction contracts................c........ 30
highway construction program..................... 77,78
Highway Construction Program........................ 43
highway construction project files..................... 35
highway constructiomrojects.............ooccuvvveeeeen. 31
highway safety improvement projects (reports) 32
highway system (photos).........ccccceviiiiiiiininnnee. 54
highway system plans...........cccoceeeiniienee e, 72
overheads........cccoevevcvvviiieenieeeee e eeieineennn 4

highways land useplans/rePOrtS..........ccccvvviieereeeeeeeee e 89
deSIgN rEPOIS...ueveieeee e iccciiierere e 17 landscape architectural projects..............c.oe.... 36
Hood Canal Bridge (construction data)........ 15, 19 landscape Projects........c.eveevvveeeeeiiineeeee e 62
Hood Canal Replacement Bridge.......... 14,15, 19 [andscaped areas..........ccvveeeeeiiiiiiiiiiiiiieeea e 42
plan sheets.......cocveveiiiiiie e, 15, 20 [€aSeS (AUrSPACE).....cceiiriiiieiiiiieee e 61
human resources managemeant.......... see SGGRRS lEaVE.....oi i see SGGRRS
hydraulic related projects..........cccccceeeeeeennnnn. 35, 36 legal files.......cccovrviieiee see SGGRRS
Hylebos Waterway Bridge (opening logs)......... 13 license plate recognition (commercial vehicles)24
licensing (radios).........ccccceeevvviveieeeeeniiin, 108
load capacities/ratingébridges)..........cccceeveuvnenn. 18
| local public agency certifications...................... 87
location survey (bridge design)...........cccceeeeneee 13
1-90 project (federal aid)............c.coooniiiiiii ” IUMINGAMES. ...t 107
HUMINALION. ... 107
information systems............ccccvvvvnnnnnnd see SGGRRS
INJUIES (FEITIES). ... 49 M
iNjury claims......cccceeeveeeeeeeeeeeeeee, see also SGGRRS
MANEIME ... 60 Malil ServiCes........cccovvecviviiiieeeeeeeeee, see SGGRRS
inspections (bridges)........cccovvveeeiiniieeneenninn. 18 maintenance
Intermodal Surface Transportation Efficiency Act DrHAgES. .. 14
(ISTEA) . e 75 maintenance crews (reports)........ccceeveeuveeeernnnnd 61
interstate cost estimates..........ccceeeeeeieieinennn. 35, 36 maritime injury Claims..........cccccooveeeiiieiiieeeeennd 60
inventories (bridges)...........vvvvieiiiiiceninneneenn. 18 master file update contral..................ooevvviinnnn. 85
inventory (bridges)..........oovvvviviiiiiiiiiienieieeeeeeen, 21 material projectian reports.........ccccceeeeeeeeeeeeeeenn, 34
materials test reports...........ccceeeeeeeieiiiiieeeeeennnnn 63
MEELINGS.....eveeeeeiiiiee e see also SGGRRS
K Metropolitan Planning Organizations.....72, 73, 74
microfilm
key mapS ........................................................... 86 design p|ans (Structures) ______________________________ 15
mile post road 10gs........ccvvvvieeieiieeeieeeee, 36
L monuments/monumentation........................ 98, 99
removal PermitS..........cocveeeeveeieeninniieiiieieen, 97
i motor vehicle reportsS........cccceevvvieeeeenniieeee e 74
Lacey Murrow Bridge (wrecker l0gs).............. 111 motor vehicles.........ccccvvvevveiee e see SGGRRS
laNd COMET FECOMUS.....ocvvvvvvvemrisssinisirinsinnneinnnss 98 movable bridges..........ccoccccvviiiiiiiiiii 20
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movablespan bridges (maintenance)................ 23
movablespan bridges (opening logs).......... 15,16
movablespan bridges (operations).................... 14
Mt St Helens (emergency response)................. 62
multimodal plan Surveys..........ccccoccceeveeeeennnenns 74
N
National Cooperative Highway Raseh Program
(NCHRP).....cvveeeeeeeeeeeeeeeeeeeeeeeeeee e 89
NUCIEAr FECOIAS.....uvvviiieeee i e 28
numbering (state routes).......ccccccveeeeevieeinvvennnee. 75
O
opening logs (bridges)..........cccevvvvvvvvnnnnns 13, 15, 16
opening logs/summaries (bridges).............. 14, 23
opening schedules (bridges)........cccvvevviineeenn. 13
Original Record of Materials Notice of Availabilg$
outdoor advertising SIS..........ccvveeerriieeeeennnn 108
outside agency reportS......ccceeeeeieeeieeeeeeeeeeeeennnnns 78
P
paint projects (Bridges)........ccoocveviiveieiiiiiieeen. 18
Palouse Empire (regional rail study)................. 92
park and ride lot programs...........c.ccoccveeeernnnnee 81
parking restrictions (state highways)........ 106, 109
pavement management............ccceeeveeeeiiinnnnnnnns 65
pavement surface friction informatian............... 64
PAYIOll...ccoiiiiiieiii e seeSGGRRS
peak hour traffic report.........ccccoocveeeeiiiiieneenns 95

permit applications.........cccccevveeeee e, 24 Puget Sound Telecommuting Demonstration
permit refunds.........cccccveiriiee e 25 Program......ccccuveeeeeeee e 82
permit ViolationS...........cooviiiieieiiiiieeee e 25
permits
bridges (US Coast Guard)........cccccceeevriinnnnee 16 Q
PErMitS/apProVals.........cccveveiiiiiieieieiiieee e 40
phone calls (recorded)............ccoveuevierreeeeerinnnns 48 quadrangle Maps..........ccovvines 53
photogrammetric projects _________________________________ 52 quallfled prOdUCtS 1) S 65
pi|0tage (annua| reports) ___________________________________ 45 quarries (reportS/ﬁleS.). ....................................... 64
pit/quarry (reportgfiles)..........cccvvvriiieiiininnnnnn, 64 questionnaires (Contractors)....................... 28,31
Planning reportS........coccvvveeeiriiieeeesensiieeeeeee 28,71
planning reports (500 Series)........ccccvvvveeeernnnne 74 R
PlANS .. 26
plat files (county subdivisions).............ccccceeeeennn. al o
plat Maps (FAilr0adS)..........oovvvvveosroeereesroree. 93 rad!atlpn EXPOSUIE ...ciiiee e e 28
plats rad!o I|cens_,es._ .................................................. 108
Dept of Natural RESOUICES........vvv..rrvvver 97 ra@ographlc film. 66
POliCIES/ProCedUreS. ........vvvvvererreeeen., see SGGRRS railroads..... PP 92, 93
preliminary plans (DHAGes)..........orvvverrvveren. 21 ramp MEErNG......ccooviieieeieiee e 81
prestress concrete miers (acceptance real esta.te MEPS. ..o ieeeeee ettt 87
AOCUMENEATION) . vvvooeoeeeeeeeeseeeeeseeeeeseeenns 64 reclamation plans.........cccoeeeiiiiiiee e 36
procurement plan log books............ccccuvvvieeeen. 31 records Management.......................... see SGGRRS
project environmental documentation.............. 40 records phone_ calls.........ooooi, 48
project plan drawings (bridge repairs)............... 21 refunds (permits).................. s 25
PrOjECt PrOSPECLUSES........oveeeeeveresereeseseresrnenn 18 request for approval of material...................... 66
project summary files.........ccccooviiiiniinnenne 79 requests for proposals (REPS).oooee 29
property diSposal..........coocveeiiiiiiiiiiiniiee e 87 FESEAICN PrOJECIS....c..vvvvvveeeinnes 37,90
Property 1@ases.........uvvviiiiiiiiiiiiiee e 87 FESt Area SYSIeML......o.ovvvrirriiserssenss 37
PUDIC dISCIOSUIE. ... vveoeeevee e see SGGRRS rgst AIBAS ..ot 42
public involvement (planning)...................... 75 r!deshar!ng (WOrkShOpS).......uvvveieiiiiieeieiiiis 84
public records requests..........ccccceee... see SGGRRS r!desharlng Qrant Programs........ooocueevessessses. 83
public transport feasibility studies..................... 82 right of way
PUDICAtIONS....v..ooeeeeeeeoeeeeeeeoeee see SGGRRS faNChiSes......ooooiiiii 88
Puget Sound (tanker movementsy................... 46 hardshell........cccoveiieeece e, 100
PlANS. ... 88
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10Tt [0 TSRS 88

VIOIALIONS. ... 38
risk management...........cccveeeiiinnenenn. see SGGRRS
road Kill (Feports).......cccoevveeeeiiiieee e 41
route certification..............oocciiii 71
routes (tranSfer)........ooveeeeiiiiieie e 37
S
Safety rePOItS......ccovviiieeeiriiiee e 32
sales (VESSEIS).....coviivieiiiiiiii e 4B
Scenic Vistas Act (advertising signs)............... 108
sScholarships........ccveeviiii e, 91
SECUMEY. .eevveviereeeeieritiiere e e e e e e e eeeeeas see ale SGGRRS
ShOp PIans.......coooiii e, 19
short duration COUNTS..........occvveveiiiierieniinee 96
SigNs (AdVErtiSING)......veeeeviiiieie e 108
signs (installation)..........cocceeeiiiiiene s 62
sounding drawings (bridges).........ccccveverininnen. 21
special motor vehicle permit..............cccoocveeeend 24
special Projects.........ccceeeviiiiiiiiiieeee s 37
special transportation planning projects...........75
specificationsS.........ccceeeeee e, 26
speed limitgstate highways)............. 106, 107, 109
SPEEA rEPOI....iiiieeiiiiee e 96
standard plans.........cccocveeeiiiiiiiien 37
State @Ud......uveeeeieeeee e 79
state highway 10g........ccccvveieie e, 96
state highway maps..........ccccceveieeeiiniienie 56
State of Washington Inventory of Bridges and

Structures (SWIBS).......ooocciiiiiiiiiieeeeeeee 21
state route NUMDENNG.......c.eeveiiiiiiieeiiiieeees 75
static global position system control prgje....... 100
StOCKPIIES ...t 28

structures traffic projections...........cccccvveeeeie 79
design data traffic regulations (state highways).................. 110
CUITENE JODS ..eeiiiiiiiieceiee e 15 Traffic Safety Commission............ccccceeeenneee. 111
CUITENE PrOJECES. ... 14 traffic SErVICeS.......cvvviiiiiee e 111
design Plans.........ovveiiiiiei e 16 traffic SIgNalS.........ovvevviiiie e, 107
MICTOfilM)...coiiiiiii e 15 PEIMILS ...t 111
studies (electrical designs)...........ccccvvvvveennnnnn. 109 traffic SIgNS.......ooooeeee e, 109
superload PermitS.......cccceeeeeeieieieeeeeeeeeeeeeeeeeeeenns 25 traffic volume statistics (ferries).......ccccvvvvvennnnnns 46
survey data (conversion)...........cccccvvveveveevvnnnnns 100 training......ccevvvevviviicee e see also SGGRRS
survey field bOOKS.........cccoccvieiiiiiie, 100 transit development plans............ccoocceeeiinneen. 82
SUIVEY MATKS.....ovviiiiiiiiiiee e 99 transitory records........cccceevvvveeeennninnn, see SGGRRS
survey project fileS......cccccviviiiciiiiiiiieeeen 101 transportation demand management................ 83
surveying (quality control)..........cccoocveeveiiinneenn. 51 transportation improvement program................ 79
surveys (bridge design)......ccccceeeveieieeeeieeeeeinenns 13 transportation permitS............ccoeeeeeeeeeviieveeeeennnns 25
surveys/field NOteS...........uvvviiiiiiiiicie e, 99 transportation planning...........cccceeeeeeeeeeeieeeeeninns 75
Swinomish Slough Bridge (opening logs)......... 16 transportation policy plan.................cccceeeeeeees 76
Transportation ReseardBoard Correlation Servie@
Transportation System Management (TSM).....83
T travel ..o see SGGRRS
tuition reimbursement.........ccccccveeeeeeiiicccneiiienen, 91
tanker movements (Puget Sound)....................46 two-way radios (lICENSES)........vvvreerrerrens 108
taXi Programs.......oooiiiiiiiieeee e 81
telecommunications..........c.cccccooeeennnnd see SGGRRS
telECOMMULING......ceviei e 82 U
temporary final constructiomecords.................... 27
terrain configurations (Maps).......cccccevvvveeeernnnn 52 Urban area MapS.........ueeeevruieeeesinieeeeeesniieeee e 57
test equipment (nuclear)..........ocoveeeiiiiiieeennns 28 US Coast Guard
TESE rEPOIS. ..o 62 certificate of inspection...........ccccoeceeeeiinnneen. 47
tests (water quality/system back flow)............... 42 US Coast Guard (bridge permits).............c....... 16
timesheets.......ccocciniiiiiii, see SGGRRS utility attachments (bridges)...........oovecvvvvinneen. 22
Title VI compliance/implementation............ 69, 70
OIS e 102, 103, 104
tracings (right of ways)........ccccocvceeiiniinninnnen. 38
traffic (CIIES/tOWNS)......eeeeeeiiiiiieeeee e, 106
trafﬁc management CeNLCL. .o, 110 Vanpooling ......................................................... 83
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vehicle management.........ccccceeeeeennnd see SGGRRS
vessels
accidents/injuries/deaths..........ccccccccooviinnnne 49
design specifications.........ccccocveeeeeiiiieeeeennnns 45
FEPAINS/SAIES. ..ottt 46
VIdEO 10 i 95
(Ve [T T (] SN 102, 104
violations (PErMILS).......uuureriiiiiiieii i eeeeeeeeeeeeee, 25

wW waterways (design calculations)....................... 33

weekly calendar..........ccccccivieeiieiee e 38
WA Bulley Scholarship FURd............cccocovvve..... 91 We|gh statlohs ................................................... 24
Washingtorincident Tracking System (WITS).111 welding de3|gn'data .......................................... 22
Washington State Rail Plan.................c.c.......... 93 West Coast @rdor Stdy.........ooooeeviininnens 83
Washington State Transportation Plan............ 76 wildlife (road Kkill rgports) ................................... 41
water systems (quality/back flow tests)............. 42 work order authorizations............cccccceeeeeennnnnn. 44
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